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1 UHTEP®ENC

1.1 I'maBHOe OoKHO

B rnaBHOM okHe npusnoxenus «MoitOduc Tekct» conepxatcs (cMm. Pucynok 4):
KomangHoe MeHro.

[laHenb MHCTPYMEHTOB.

1
2
3. Pabouas obnacts.
4. DBoxkoBas aHeJIb.
5

CTpoka coCcTosIHHUS.

KOMaH}IHOE MEHIO ITanean HHCTPYMEHTOB
|
= Hoswiii gokyment 1|- MoiOduc - O *
Daiin  lNpaexka Bcraeka Qopmar  WHctpymedte  Bug  OBwmii goctyn  Hagctpoiikw  Cnpaska
o v oo 0~ & XOThames | | 12 v A” At TT
= O & K K 4 - ﬁ v & ase aae .
darn Mpaeka WpudT AB3ay Crunn Bcraska b
2 1 : 2 3 4 5 & 7 8 9 0 11 12 13 “ 15 16 o 17 ~

BboxoBass naneja, ——»

Padouas o00J1acTh

CrpaHuua 1 w3 1 A - *® + 0% v

I
CTtpoka cocTossHus

Pucynok 4 — 'maBHOe okHO nipunoxenus « MoinOduc Tekcr»
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1.2 KomanagHoe MeH10

1.2.1 Menro «Paiin»

MeHto Paii coJiepXUT ciieAyolue koMmaHabl (cM. PucyHok 5):

Daitn  [lpaeka Beraska Popumar WHctpyme

[ Cosgate Crl+MN

Cozgate no wabnony...

[ Omxpoits... Ctrl+0
OrmkpbiTe B 0bBnake... Ctrl+5hift+0
OTkpbITE B... ’
HegaeHuwe fqokymMeHTEl L
PaBoTa B obnake ’

ol CoxpanuTe Ctrl+5
CoxpanuTe Kak... F12
IKCNOPT...

Coxpanute wabnoH...

3agate Naponk...

MapameTpel CTpaHKuup Ctrl=Shift+P
=1 Meuartk... Ctrl+P
JakpeiTe

Pucynok 5 — Menio dPaiin

1. Co3gaTh — co3/1aTh HOBBIM JOKYyMeHT (cM. pasnen 2.1.1).

2. Co3paTh Mo MabJI0Hy — CO3/1aTh HOBBIM JIOKYMEHT Ha OCHOBAaHUM pPaHee COXPaHEeHHOTO
mabsona (popmar XOTT) u3 BbiOpaHHOTrO daitia, HaXOASIIErocs Ha CTAllMOHAPHOM
WIM ChbeMHOM  HOCHTeJle, T[OAKII0YEeHHOM K  KOMIIBIOTepy  I0JIb30BaTesst
(cm. pazgen 2.1.3).

3. OTKpBITh — OTKPBHITh CYIIECTBYIOIIMM JOKYMEHT TIIOCPeJICTBOM VKa3aHUs ero
MEeCTOHAXOXJeHUs Ha CTAllMOHADHOM WIH CbeMHOM HOCHUTeJle, TOAKIIOYeHHOM K
KOMIIBIOTEPY ToJib3oBaTes (cM. pasaen 2.1.4).

4. OTKpBITH B 00JIaKe — OTKDBITh JIOKYMEHT K3 oOjlaka B peXHUMe COBMECTHOTO

peAakThpoBaHus (cM. pazgen 2.12.2).
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5. OTKpBITH B — OTKDBHITb TeKyIIMH JIOKyMEHT B [PYIrOM TeKCTOBOM peJaKTope
(cm. pasgen 2.1.6).

6. HemaBHue OKYMeHTBI — OTKPBITb W/WIM OYUCTUTH CIMCOK MOCJTEeJHUX JOKYMEHTOB
(cm. pazgen 2.1.5).

7. Pabora B obake (cM. PrucyHok ):
— BoiiT B 00J1aK0 — aBTOPHU30BaThCs B 00iake (cM. pasgmen 2.12.1);
— CkayaThb — COXpaHUTb Ha KOMIIbIOTep TO/lb3oBaTesns aiabl U3  objaka

(cm. pasgen 2.12.6);

— 3arpy3urs ¢Qaiin — 3arpy3uTh B 00jako ¢aii C KOMIbIOTepa I10JIb30BaTels

(cm. pazpen 2.12.5).

Daiin  [paeka Beraska Qopmat  MHotpymedtsl Bug  OBwwid goctyn

Q Co3gate Ctrl+M

Cozgate no wabaoHy...

(0 Thames b

{ K 4 AB T

= Omkpuis... Ctrl+0O -
bdT
OTkpbiTe B oBnake... Ctrl+Shift+0
HenaeHWe JOKYMEHTE »
e " BolTy B obnako
5 Coxpanute Cirl+5 Crauate...
CoxpaHnTe Kak... F12 3arpyauTe ¢ain.

Pucynok 6 — [lonmentio PaboTa B obsiake

8. CoxpaHHUTBb — COXPaHUTb JOKYMEHT C CyIIeCTBYIOIIUM HMeHeM M paclIMpeHreM
B IalKe, IIPeJlyCMOTPeHHOU 110 yMoiryaHuto (cM. pasgen 2.1.7).
9. CoxpaHHTBh KaK — COXPaHUTb JIOKyMEHT C BO3MO>KHOCTbIO Ha3HaYeHHsI HOBOI'O UMeHH,

pacIIMpeHust U IyTU coXpaHeHus (cM. pasgen 2.1.7).

Komanabst Coxpanuth v CoxpaHHTh KaK He OTOOpakaloTcsi B 00Ja4HbIX

cl)aﬁnax, TdK KaK IIpr pa60Te B 0OJ1ake JOKYMEHTBI COXPAHAKOTCA dBTOMdATUYECKH.

10. Co3pmaTh JIOKQIbHYI0 KOIIMIO — CO37IaTh Ha KOMIIbIOTepe I0JIb30BaTeslst KONuio ¢aiia,
penaktupyemoro B objake (cm. pasmen 2.12.3). Ilpu pabore c jokanbHBIMU ailyiaMu
JAHHBINM ITyHKT KOMaHJHOI'O MeHI0 He 0TOOpakaeTcsl.

11. OxcmopT — 3KCIOPTUPOBATh JOKYMeHT B nopjepxxuBaeMoM [10 «MonOduc» popmare

C BO3MOXXHOCTbIO Ha3HaUeHUsI HOBOI'O UMEeHHU U IyTH 3KcIopTa (cM. pasgen 2.1.9).
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12. CoxpaHuTh Ma0/JI0H — COXPAaHUTh TEKYITUH JOKYMeHT Kak I1abyod B ¢popmare XOTT
JIUIS1 CO3IaHUSI TIOCIIeTyFOIITUX IOKYMeHTOB (cM. pa3zzen 2.1.2).
13. 3agaTs maposb — YCTAaHOBUTH MMApOJb JISi OTPAHUYEHHUS JOCTyHa K JOKYMEHTY
(cm. pazgen 2.1.10.1).
14. ITapamMeTpsbl CTPAHUIIBI — HACTPOUTH TTapaMeTPhl CTpaHUITLI (CM. pa3zen 2.8.1).
15. IleyaTh — HACTPOUTH MTAPaMeTPhI IIeYaTH U paciiedaTaTh JOKyMeHT (cM. pasmen 2.1.11).

16. 3aKpBITH — 3aKPBITh AKTUBHOE OKHO MPUJIOXKeHus (cM. pasgen 2.1.12).

CDYHKIII/II/I pa6OTbI B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHOM yactu «MoOduc IIpodeccronanbhbiiny / « MorOdurc YactHoe Obmakoy.
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1.2.2 Menmo «IIpaBka»

Memnto IIpaBKa cofepxuT cieayromiye KoMaHabl (CM. PUCYHOK ):

Mpaeka Bctaska Qopmar  Vectpymedte Bug  OF

= OTMeHWTB Ctrl=Z

" MoetopuTe Ctrl+Y

o Bripesats Ctrl+X

Kenwposate Ctrl=C

[Ty BcraeuTe Ctrl+W
BeraeuTe Tonsko TekeT
Bcraeute uz Bydepa obmena r

A KonupoBaTe dopMaTMpoBaHWe Ctrl+5hift+C
MpUMeHWTE §opMaTUpOBaHKWE Ctrl+5Shift+V
BmaenuTk BCe Ctri+A
JAWKUTHUTE OT M3MEHEHWIA
CHATE 3aWwuTy

1 Mouck Ctrl+F

PucyHnok 7 — Menro IlpaBka

1. OTMeHHTB — OTMEHUTH II0CTIe[IHee JIeHCTBHe, IPOr3BeJleHHOe C JOKYMEeHTOM.

2. IIoBTOPHUTH — BEPHYTH pe3ysIibTaT OTMEHeHHOI'0 IeUCTBHUS C IOKYMEHTOM.

3. BreIpe3aThb — nomectuth B 6ydpep o6mMena OC BrifiesieHHbIe JaHHbIE C UX y/ajleHueM U3
nokyMeHTa (cM. paszen 2.2.2.1).

4. KomupoBaTth — nioMecTuTh B 6ydep oomena OC BbijiesieHHbIe JaHHBIe 6e3 UX yAaJeHust
13 IokyMeHTa (cM. paznen 2.2.2.1).

5. BcraBuTh — BCTaBUTH JaHHble U3 Oydepa obmena OC c coxpaHeHHMEM MCXOJIHOTO
dopmaTtupoBanus (cm. pasnen 2.2.2.2).

6. BcTaBUTBH TOJBKO TeKCT — BCTaBUTH JIaHHble U3 Oydepa obmena OC 6e3 coxpaHeHUs
rcxosiHoro popmaTtupoBanus (cM. pasnen 2.2.2.2).

7. BcraButh u3 0ydepa odbMeHa — BCTaBUTH JaHHbIe U3 paciivpeHHoOro 6ydepa obMeHa
(cm. paspmen 2.2.2.3).

8. KommpoBath ¢popmaTHpoBaHHe — KONUPOBATh B Oydep obmena OC popmarrpoBaHue

BbIJIeJIEHHOTO ¢pparmMeHTa Tekcra (cM. paznen 2.3.4.2).
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13.
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IIpumenuTts ¢opMaTHpOBaHHe — NPUMEHUTH (GOpMATUPOBaHHUe, CojiepXKalieecs B
6ydepe oomena OC, k BbiieIeHHOMY ¢parMeHTy Tekcra (cM. paszen 2.3.4.2).

BBI,ZIEJII/ITI) BCe — BbIIEJINTb COJiep’>KUMoe BCero JOKyMeHTa.

. BHHII/ITI/ITI) OT M3MEHeHHUH — YCTaHOBHUTD 3dIIIUTY OT PeJaKTUPOBAHHA U BbIJEJIEHHOT'O

¢dparmenTa jokymeHTa (cM. pasgen 2.10.1).

CHATB 3aIIUTY — CHATH 3allIUTy OT peflaKTUPOBAHUs B BbIJIeJIeHHOM ¢parMeHTe Wi BO
BCeM JlokyMeHTe (cM. paszen 2.10.2).

IToyck — BHIIOTHUTH MOMCK WM MOWCK W 3aMeHy yKa3aHHOro ¢parmMeHTa TeKCTa IO

BCeMy JOKyMeHTYy (cM. pasgnen 2.2.9).
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1.2.3 Menw «BcraBka»

Mento BecraBka cofepxuT cienytoiiyde koMaH bl (cM. PucyHok 8):

Beraeka Mopmar  WHotpyments Bug 06

WMzobpameHue...

TekcToBDE None

¢ ourypa k
EH TabBawua..

M) ®opmyna..

*=  Paspbis cTpaHnup Ctrl+Enter
‘= Paspwie pasgena

#  Hymepauma cTpaHnl,. Alt=P

B KonoHtumyam

=: OrnaeneHue

¢ Cooinka... Ctrl+K

=1 [lepekpecTHan cCBLAKA...

[]  Zaknagka...

AE  CHocka Ctri+Alt+F
[Z  Kommentapuii

B Aara

(5)  Bpems

PucyHnok 8 — Menio BcraBka

[—

MN300paxenue — BcTaBUTh U300pakeHue (cM. pasgen 2.5).
TekcToBOe 10JIe — BCTAaBUTh TEKCTOBOe ToJie (CM. pasnen 2.6.2).
®durypa — BcraBuTh ¢urypy (cm. pasaen 2.6.1).

Tabummma — BcraBuTh TabmuIy (cMm. pasnen 2.4.1).

Popmyia — BcraBuTh popmyity (cm. pazzen 2.7.1).

Pa3ppIB cTpaHUIBI — BCTaBUTH Pa3phbIB CTPaHUIlLI (CM. pa3zen 2.8.4).
Pa3peIB pa3pena — BCTaBUTh pa3peiB pasfena (cM. pasnen 2.8.5).

Hymepaius crpaHun — BCTaBUTh HOMepa CTPaHUIL JokyMeHTa (cM. paszen 2.8.3).

© e N e WN

KonoHTHTYIBI — IIepeiTH B PeXXUM pelaKTUPOBaHHUs KOJIOHTUTYJIOB (cM. pasfen 2.8.2).
10. OrnaBseHHe — BCTaBUTh aBTOMaTH4YeCku cobrupaeMoe oryaBjieHue (cM. pasnen 2.8.6.2).
11. Cchisika — BCTaBUTDb I'MIIepCChIIKY (cM. paszen 2.2.5.1).

12. IlepexpecTHas CCHUIKA — BCTAaBUTh MIEPEKPECTHYIO CChIIKY (CcM. pazaen 2.2.6).
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13. 3akmagka — BCTaBUTD 3aKIaJIKy (cM. pazaen 2.2.7.1).
14. CHocka — BCTaBUTh CHOCKY (cM. pasmen 2.2.4.1).
15. KommeHnTapuii — 106aBUTh KOMMEHTapUH K BbIJIeJIeHHOMY TeKCTy (cM. paszen 2.11.2).
16. laTa — BCTaBUTh TeKyIIyI0 1aTy (cM. paszen 2.2.8).

17. Bpems1 — BCTaBUTH TeKyiiiee BpeMs (CM. paszen 2.2.8).



32
502220-29144487-2016-01 34

1.2.4 Menro «Popmat»

Mento PopMar CofiepXUT ClleyroIue KoMaHae! (CM. PucyHok ):

Dopmat  WHctpymedter Bug  OBwwi goctyn Hagetpofkw  Cnpaeka

OuncTuTE dopMaTHpoBaHWE Ctrl+Space 14

v AT AT =y = = == 1Lv
. Aabl
LpndTm K MomyssupHei Ctrl+B L qr OBBIYH
BripaeHKEaHWE r K Kypeus cerl+! CTinm
Y MoguepkHyTri Ctrl+U
M3obpaxeHwne L
Tabamua p AT YmeHbwwTe pasmep wpudTa
AF YeeamuuTe pazmep wpwdTa
T 3auepkHyTwiiA
¥*  HagcTpouHsiid 3Hak Ctrl+5Shift+=
¥z [MogcTpounsii 3Hak Ctrl+=
AB  Bce nponucHeie Ctrl+Shift+A
Mesk e MMEOABHEI WHTEPEAA P AR WnnoTHEHHBIRA

AR OBbYHBIA

AB  PaspeweHHbIi

Pucynok 9 — Mento Popmar

1. Ouucrurs ¢popMaTHpOBaHHEe — OUHUCTUTH (pOpMaTHPOBAHME BbIIEJIECHHOTO (pparMeHTa

TekcTa (cM. pazzen 2.3.5).

2. IIpudTse — BEIOpaTh HauepTaHue U pa3Mmep mpudra (cM. pasgensl 2.3.1.3 u 2.3.1.4) u

HAaCTPOUTh MEXCHMBOJIbHBIA HWHTepBan (cM. pasmen 2.3.2.4) [ BBIJIEJIEHHOTO

¢dparmenTa TekcTta. Ilpu BbibOpe maHHONM KOMaHAbl OTKPBIBAETCS IMOJIMEHI0 CO

ClleJyronMHU KOMaH1dMU.

IlomyxMpHBINH — WM3MEHUTb TWIl HauepTaHHs BbIOpAaHHOTO ¢parMeHTa TeKCTa Ha
IOJIYKUPHBII;

KypcuB — u3meHUTh TUII HauepTaHUsI BBIOPaHHOTO pparmMeHTa TeKCTa Ha Kypcub;
IloguepKHYTBIH — M3MEHWUTh TUIl HauepTaHUs BbIOpAaHHOIO ¢parMeHTa TeKCTa Ha

NOOYEepPKHYTHIN;

YMenbmmTh pasmep mpudTa — yMeHbIIUTh pa3Mep MpUTa Ha OAUH IYHKT;
YBenuuuTh pa3mep mpudTa — yBelIUdUTh pa3Mep mprudTa Ha OJJUH ITyHKT;

3a4yepKHYTBHIH — U3MEHUTh TUI HadepTaHUsl BbIOPAaHHOTO ¢parmMeHTa TeKCTa Ha

Sa4EPRHYTbHE
Hagcrpounpni 3Hak —  opopMUTb  BbIOpaHHBIM ~ $parMeHT  TeKCTa

B BI/IHe HaJACTPOYHBIX BHHKOB;
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— Ilomcrpounbnii 3Hak —  opOpMUTHL  BBIOPaHHBIM  (parMeHT  TeKCTa
B BUJIE noacTpouHbix 3HAKOB )

— Bce nponucHbie — npeobpa3oBaTh BCe CTPOYHbIE OYKBBI BbIIEJIEHHOTO ¢pparMeHTa
texcta B [IPOITMUCHBIE;

— MexcuMBOIBHBIH HHTepPBaJl — BbIOpAaTh TUIl WHTEpBajla MeXJAy CHUMBOJAMHU
TeKCTa: YITIOTHEHHbIM, OOBIYHBIN, Pa3pe’KeHHBIN.

3. BrpIpaBHUBaHHe — BBIPDOBHSTDH BblJleJIeHHBIM ¢parMeHT Tekcra (cM. paszensl 2.3.2.1 u
2.3.2.5). Ilpu BbIOOpe JAHHOM KOMAaHJbl OTKPBIBAETCS IOAMEHI0 CO CJeAYIOIIUMHU

KoMaHJiaMu (cM. PucyHok 1):

Dopmar  WHotpymedter Bug  OBwwi poctyn Hapctpoiikw  Cnpaeka

OuncTuTe dopuatupoeaHne Ctrl+5pace 14 v AT AT = =

T
[
il
o
£

WpudTe ’ Ae £ o = w
L] T—
BmpaeHuBanne P = BoipoBHATh TEKCT NO NEBOMY Kpao Ctrl+L
= 1 Ctrl+E
WMzobpaxeHwe L @ LEHTRY e
T y = BHIpOBHATE TEKCT No NpasoMy kpar Ctrl=R
= BripoBHATE TEKCT NO WWEKHE Ctrl=]
= YBEAW4YWTb OTCTYN
€= ¥MeHbWWTE OTCTYN

Pucynok 1 — [Tonmenio BelpaBHuBaHue

— BBIPpOBHATH TEKCT IO JIEBOMY KPal0 — BBIPOBHSTH BbljleJIeHHBIM pparMeHT TeKCTa
110 JIEBOMY KPal0 CTPaHUIIBI;

— Ilo meHTpY — BHIPOBHSATH BblJleJIeHHbIN (GparMeHT TeKCTa I10 [IeHTPYy CTPaHUIIb;

— BBIPpOBHATH TEKCT IO NPaBOMY Kpalw — BBIPOBHSATH BbIeJIEHHBIM (parMeHT
TeKCTa 110 TPaBOMY Kpal0 CTPaHUIbI;

— BBIPpOBHATH TEKCT IO IIMPHHE — BLIPOBHSTH BBIJEJIEHHBIM (PparMeHT TeKCTa I10
IIMpYHEe CTPaHUIbI;

— YBeIWYUTH OTCTYH — YBEeJIWYUTb OTCTYIl BbIJIeJIeHHOro ¢parMeHTa TeKCTa OT
JIeBOTO Kpasi CTPAHHUIIb];

— YMeHBIIUTh OTCTYNl — yMEHBIINUTb OTCTYII BbIJleJIeHHOIO ¢parMeHTa TeKCTa OT
JIeBOT'O Kpasi CTPaHHUIIBI.

4. W3o0paxeHue — HaCTpOUTh IlapamMeTphl M30bpaxkenus. IIpy BbIGOpe JaHHON KOMaHABI

OTKPBIBAETCS MOAMEHIO CO CJIeyIOIUMU KoMaHAaMu (cM. PucyHok 2):



34
502220-29144487-2016-01 34

Dopmat  MHcTpymedTte Bug  OBwwi goctyn Hapctpoikw  Cnpaeka

OunecTuTe SopMaTUpoBaHAe Ctrl+5pace = v = = = = o~

Aabo
WpndTe 4 e = 5= Hov q DEblukbli
BrpaeHueaHne 4 AB3a Ctinn
306 paxeHue r OBTekaH e TEKCTOM P 0= B Tekcre
Tabawmua L2 . _

i Pasmep v nonowedne i0:  Bokpyr pamkw
CoxpaHnTe naobpameHue.., O Ceepxy W cHW3Y

(=]

Mepes TekcTomM

It

3a TekcTom

Pucynok 2 — [lonmenio M3o0paxkenue

— (OOTekaHHe TEKCTOM — pPeaKTHUPOBATh B3aUMHOEe PaCIOJIOKeHHWe M300pakeHUs U
TeKCTa JoKyMeHTa (cM. pasnen 2.5.3):
— B TekcTe — cTaHapTHOE PACIIOyIOXKeHre U300paXkeHusl MeX Ay IByMs ab3aramMu
TeKCTa;
— Bokpyr paMku — 00TekaHKe TeKCTOM 110 KOHTYPY U300pakeHus;
— CBepxy m cHH3y — oOTekaHHe TeKCTOM II0 BepxXHed W HIDKHEHM paMKam
r300pakeHUs;
— Ilepem TexkcroM — pacronoxeHue u300pakeHUs TIepei TeKCTOM B BUJE
BepXHero CJios;
— 3a TeKkCcToM — pacrosio’keHre U300pakeHusl 3a TeKCTOM B BHIe HIDKHETO CJIOSI.
— Pa3mep u mojoKeHHe — U3MEHUTb pa3Mep W/WIK TOJOXeHHe H300pakeHUst
(cMm. pasmenst 2.5.2 u 2.5.3).
— CoxpaHuTh H300paKeHHEe — COXPaHUThb M300pakeHHWe Ha KOMIIbIOTep

(cm. pasgen 2.5.5).
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5. Tabmuia — HaCTPOWTH BHEIIHWH BU Tabiwibl (cM. pasgen 2.4). [Ipu Bbibope maHHOMN

KOMaH/Ibl OTKPBIBAETCS MIOJIMEHIO CO CIeAyIOIIMMHU KoMaHaamu (cM. PucyHok 3):

Dopmat  MHcTpymedte Bwg  OBwwi goctyn  Hagctpoikw  Cnpaeka

OuncTuTe GopMaTHpoBEaHWE Ctrl+5pace | A A+ = . = = = B ]
Hipugre: r OB v £ v N w 1w &= 4= =

] Bo— R J— il
BripaeHueaHwe r AB3au
WzobpaxerHne k
TaGanua b Y BcraBute cTpoky Boile Alt=A

& BcTaewTe cTpoky Hume Alt=BE

B Bcrasute cronbey coesa Alt=L

Bl Bcrasute cronBey cnpaea Alt=R

& ¥panuTh cTpoky Ctri+Alt+R

w ¥aanuTe cTonbey, Ctrl+alt=L

B ¥YaaauTe Tabauuy Alt+5Shift=T

B OBbeguHWTE A4Sk Ctrl+alt+M

fH PazbeaguHWTe AYEikK Alt+5hift+M

Pucynok 3 — [lonmento Tabmuma

— BcTaBUTBH CTPOKY BBIIIIe — BCTaBUTh HOBYIO CTPOKY Hajl BbIZIEJIEHHOW CTPOKOM
TaOJIUIILI;

— BcTaBUTH CTPOKY HIDKe — BCTaBUTb HOBYIO CTPOKY IIOf BbIIeJIEHHOW CTPOKOM
TaOJIHITH;

— BcraBuTh cTONOCIl ClIeBa — BCTaBUTb HOBBIM CTOJIOEI] CjleBa OT BBIAEIEHHOTO
CTOJIOIIA TAOIUIILI;

— BcraBuTh cToJsI0en] cipaBa — BCTaBUTh HOBBIM CTOJIOEI] CIpaBa OT BBIJEIEHHOTO
cToJI0Ia TabJIUIIbI;

— Y@anuThb CTPOKY — yIQJIUTh BBIJIeJIeHHYIO CTPOKY TaOJIUIIb;

— YpamuThb cTosoel — yIaauTh BblJIeJIeHHbIN CTOIOel] TabIuIlb;

— Ypanuth Tabauiy — yAaauTh BCIO TabIUITY;

—  O0BeqUHUTH STYEHKH — O0HEIMHUTH BbIJIeJIeHHbIE STYeMKU TaOJIUIIbl B O/THY;

— Pa3zpenuHUTh TYeHKH — pa3/leJIUTh SYEMKy, CO3[JaHHYIO0 IyTeM OO0beIMHeHUs, Ha

HCXOaHOe KOJIM4eCTBO sd4YeeK.
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1.2.5 Menro «MIHCTPyMeHTBI»

Mento MHCTPYMEHTBI COJIEPXKUT CIIeyIole KOMaH bl (CM. PUCYyHOK 4):

MHcTpymenter Bug  OBwwid goctyn  Hagctpobikw  Cnpaeka

Pexcum oTobpameHa ncnpaeneHuii  # OTcnesnEaTE MCNPABAEHHA -

MpagcnucaHwe r
® MapkupoeaTe WCNpaBaeHUA

Hactpaveaemui cnoeape i
OTobpanaTe MCNpaBneHna

M3meHNTE AZBIK... WexoaHuii gokymedT

PegakTop MakpokomaHg

CpaBHWTL €... [BeTa)

Pucynok 4 — Mento MHCTpyMeHTBI

1. PexxuM oTOOpakeHHsI HCHPABJIEHHII — BKIIOYUTH/BBIKIIOUYNATD PEXUM 3alHCH
WCIIpaBJIeHUH U BHIOPATh PEXXUM O0TOOpakeHUsI UcrpaBiieHnit (cM. pasgen 2.11.1).
2. IIpaBommcaHue — BKJIIOUYUTL/BBIKJIIOUUTEL MPOBepKy opdorpadvy W/ WM rpaMMaTHKA

(cm. Pucynok 5). IlogpobHee cM. B pa3nenax 2.2.3.1 u 2.2.3.3.

WHetpyments Bug  OBwmi goctyn Haactpoikw  Cnpaeka

Pesxum otoBpameHns ucnpasnennin P L 4+ — = =

Mpaecnucadwe P~ [lpoeepka opdorpadum

HacTpaveasmei chosapb Mpoeepka rpaMMaTEn
Ab3ay

F3MEHWTE A3BIK...

PegakTop MakpokomaHg

CpaeHuTe ... (BeTa)

Pucynok 5 — I[lonmento IIpaBonmcanue

HacrpanBaemslii c10Bapb — OTKPBITh HaCTpauBaeMbli c10Baphb (cM. pasgen 2.2.3.2).
MN3MeHUTH A3BIK — U3MEHUTD S3bIK MPUIoXKeHust (cM. pazgen 1.7).

PemakTop MakpokoMaH[ — OTKPBITh PeJIakTOp MakpoKkoMaH/1 (cM. paznen 2.13.1).

SRR S

CpaBHHUTSH C... (0eTa) — BLIOPATh JIOKYMEHT I CPaBHEHUS C TEKYIIUM JIOKYMEHTOM

(cm. pasgen 2.11.3).
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1.2.6 Mewnro «Bum»

Mento Bup comepxut ciemytoiyie kKoMaH bl (cM. PucyHok 6):

Bug OBwwi goctyn  Hagctpobikn  Cnpaeka

NuHelika —

il
il 1l
i}

Henevataenmbie CUMBOAD
Pescim npeseHTaLmm

AB3ay
MacwTab r ¥BENNYMTb MaclTah

MaHens MHCTPyMeHTOB b ¥meHbWwHTE MacwTal

DakTuuecknid pasmep Ctrl+0

Pucynok 6 — Menio Bup

1. JIuneiika — OTOOpPA3UTL/CKPHITh TOPU3OHTAJIBHYI0 M BEPTUKAIbHYIO JIMHEHKU
(cm. pazpen 2.9.1).
2. HemeuaTaemble CHMBOJIBI — OTOOpA3UThL/CKPBLITh HelledaTaeMble CHMBOJIBI B TeKCTe
(cMm. pasmen 2.9.1).
Pexxuim nmpe3eHTaIuu — nepeiTy B peXXuM Ipe3eHTalluy JOKyMeHTa (cM. paszen 2.9.3).
4. Macmrab — HacTpouTh Maciitab gokymeHTa (cM. pasgen 2.9.4). I1pu BeiGope maHHOM
KOMaH/Ibl OTKPBIBAETCsI IOJIMEHIO CO CJIeJIyIONMMU KOMaH/IaMHU:
— YBeJM4uTH MacIITad — yBeJIMUUTh TeKyIIUK MaciiTab fokymeHTa Ha 10%;
— YMeHBHIUTH MAaCHITad — YMEHbIIUTh TeKyIui MaciinTab qokymenTa Ha 10%;

— @dakTH4eckuii pa3Mep — yCTaHOBUTh MaciITab rno ymondanuto (100%).
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5. IlaHenb HWHCTPYMEHTOB — HAaCTPOUTb BHENIHWN BHUJ IIaHeJIM UWHCTPYMEHTOB

(cm. pasmen 1.3). Ilpu BbIOOpe maHHOM KOMAaH/ABI OTKPBIBAETCS IIOAMEHIO CO

cienyomuMu komanaamu (cMm. Pucynok 7):

Bug OBwwi goctyn  Hagctpolbikw  Cnpaeka

NuHeiika f— = =

= — B —
Henedyaraemble CHMBOA

2 = €= 4=
Pexunm npeseHTaLmmn

Ab3ay
Macwrah r
MaHens MHCTRYMEHTOE b & [ HA3pTHaA
KomnakTHanA

CrpbITe NaHens

' HazeaHwn pazgenocs

Pucynok 7 — Ilogmento IIanens HHCTPYMEHTOB

— CranpmapTHasi — 0TOOpaXaTh [aHe b MHCTPYMEHTOB B CTaHJAPTHOM BUJIE;

— KommakTHas — oTo6pakaTh IaHeIb UHCTPYMEHTOB B KOMITAKTHOM BH/IE;

— CKpBITh IaHeJIb — CKPHITh [TaHeJIb THCTPYMEHTOB;

— HazBanua pasgenoB — 0TOOpasUTH/CKPLITH Ha3BaHUSI pas3flelioB  I1aHeNlu

HWHCTPYMEHTOB.
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1.2.7 Menro «O0mmii rocTymn»

Mento OOIHii JOCTYII COIEPXKUT Clieiytoiire KoMaH bl (cM. PucyHok 8):

OBwWiA gocTyn  HagcTpoikw

HactpowTe goctyn

OTnpaenTe No NoYTE..

Pucynok 8 — Menro O61mii mocTyn

1. HacTpouTh J0CTyHn — HaCTPOUTH JIOCTYII K ¢aiiiaM B obiake (cM. pasgen 2.12.9).
2. OTnpaBuTh IO IOYTe — OTIPAaBUTh pelaKTHpyeMbl (aii 10 3J1eKTPOHHOM IouTe

(cm. pazpen 2.1.8).

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJlaKTHPOBAHUSI JOCTYIIHBI HPU HAJTUYUU

cepBepHoit yactu «MoiiOduc [Ipodeccronanvubiity / « MoitOduc YactHoe O61ako».

1.2.8 Menrw «Hapacrpoiikm»

Mento Hapcrpotiku conepxut (cM. Pucynok 9 u paznen 2.13.2):

— CIIMCOK YCTAHOBJIEHHbIX HAJICTPOEK;

— KOMaHy ynpaBJIEHI/Ie HaHCTPOﬁKaMH — OTKPBITb OKHO anaBJIenne HalICTPOﬁKaMH.

Hagctpoiikn |~ Cnpaeka

HagcTpoiika r

Y¥npaeneHue HagcTpoikamm

Pucynok 9 — Menio Haacrpoiiku
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1.2.9 Menro «CrnpaBka»

Mento CripaBKa COJIEpXKUT Cllefyioliie KoMaH bl (cM. PucyHok ):

Cnpaeka

Cnpaeka F1
BricTpmEe geRcTEWA Ctrl=f
O nporpanme...

Pucynok 19 — Menio CnpaBka

1. CopaBka — OTKpBITh CIIPAaBOYHBIE MaTepHabl 0 paboTe c mpuoxeHueM «MoiOduc
Texcty.
2. DBbIcTphle nefcTBHUS — OTKPBITh OKHO OBICTPBIX JIEHMCTBUM (CM. pasnen 1.6).

3. O mporpamme — OTKPbITh OKHO HHGopMaIuu o nmporpamme (cm. Prucynok 10).

O nporpamme x

MoitOduc® Tekcr

— Chopka 3 gna Windows
MoOdwc CTaHgapTHBIR

Bepcwa 2.3

YonoBWA MCNONL30BaHWA
MoanTrka KoHD WA eHUWMaNEHOCT

|_||DEIEIIDEII:|IE' YBEAOMANEHIMA

© 000 «HOBLIE OBNAYHLIE TEXHOMNOM M=, 2013-2023

Pucynoxk 10 — Okao O mporpamme
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1.3 IIanenb HHCTPYMEHTOB

B mpunoxkennu «MonOduc TekcT» MOKHO U3MeHSTh BHEIITHUMA BUJT TTaHEJTd HHCTPYMEHTOB:

CKprBaTL/ OTO6pa)KaTL pa3nesibl 1 Ha3BaHUWS Pa3ejIOB IIdHeJIM MHCTPYMEHTOB;

BI)I6I/IpaTL pexum OTO6p8)K€HI/I$I IaHeJIM THCTPYMEHTOB WJIM CKPBIBATL €e C 3KPdHaA.

1.3.1 CKkpsITH WM 0TOOPA3HTh HA3BAHUSI Pa3/ieioB

[Tanens wuHCTpyMeHTOB (cM. Pucynok 11) B mnpunoxennn «MoitOduc Texcr»

COCTOUT W3 pasfesioB. Kaxblii pasgesn COIep>XWT TpyIIly WHCTPYMEHTOB, IIpeiHa3HaueHHBIX

JJI4 BBIIIOJTHEHHW S OHpEI[EJ'IEHHOfI 3aa4U. HaHpHMep, pa3aein (@478 8% COOepKUT MHCTPYMEHTBI JId
pa6OTbI CO CTHJISIMH TeKCTad.

v ¥, [ ﬁ v é X0 Thames

£
2
£
-
]
=
|
£
|
ihl
i
|

AaboBe = AaB0Bi
OBbl4HbI 3aronosok 1

=" oS - & W K 4 ABT o Av £+

—
| T Pl 4

T+
I
lil il
m
£
=]

Dain Mpaska W pudT AB3aly Crunu

Pucynok 11 — [1aHenb HHCTPYMEHTOB

Ha3Banust pasgesioB oTobOpakaloTcs, ecid IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B

CTaHIapTHOM Buje (cM. paszen 1.3.3). [lns onTumuzanuy pabodero IpOCTPAaHCTBA HAa3BaHUS

pa3fielioB Ha IIaHeJIM THCTPYMEHTOB MO’KHO CKPBbITh.

,HJ'IH 9TOT'O BBITIOJIHUTeE CJIeAYIoIIre JIEeMCTBUS:

1. Bribepute myHKT KOMaHJHOTO MeHIO Bup > Ilanens nuacrpymenToB (cM. PrucyHok 12).

2. B oTkpeiBiIeMcs nogMeHto cHumuTe ¢guiaxkok HazBanus pasnesos.

Bvg OBwwi goctyn  Hagctpohkn  Cnpaeka

Nuneika

fay —

.T.
[
il ]

Heneuataemble CHMBOAL
Pescnm n [FE3EHTALMK

AG3ay
MacwTab L4

MaHens MHCTRYMEHTOB ¥ @ (CrangaptHan

KomnakTHan

CKpmTE N@HeNb

HazeaHwn pasgence

Pucynok 12 — Komangnoe mento Bug
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dnaxok Ha3Banusi pa3pmesoB 3a0JI0KMPOBaH, eCiid IaHelb WHCTPYMEHTOB CKpBITA WU
oToOpaXkaeTcs B KOMIITAKTHOM BUJIE.

Yto06bI 0TOOPA3UTh HA3BAHUS Pa3/ieJiOB, YCTAHOBUTE JTAHHBIN GJIaKOK OBTOPHO.

1.3.2 CxpsITh WiIH 0TOOpPA3UTh pa3feibl

PaSI[eJ'II)I IIaHeInu HWHCTPYMEHTOB MOTI'yT CBOpPA4YMBATbLCA dBTOMAaTHU4YeCKH, pu
YMEHLH.IEHI/II/I/ YBeJIMUEeHNH pd3Mepa I'NITaBHOT'O OKHaA IIPWIOXKEHW A, UJIK BPYYHYIO.

YToObl CBepHYTb pasfiesl IaHeJd WHCTPYMEHTOB BPYYHYIO, HaBe[UTe KypCOP MBIIIN

HA ero MpaByIO IPaHUITy U HAKMHUTe KHOIKY * (cM. PucyHok 13).

Mpaeka Bcraeka @opmar  Wectpymedts Bug

= v @ b é X0 Tharmes
L |

= v S & X K Y

dann Mpaexa WpudT

Pucynok 13 — KHonka cBopauuBaHus pa3jesa

YToObI OTO6p33HTb HUHCTPYMEHTBI CKPBLITOTO pd3Ziejld, IIeJIKHWUTe II0 HeMYy MbIIIbIo

(cM. Pucynok 14).

Mpaeka Becraeka @opmat  VIHCTpYMEHTH

H w ‘><] X0 Thames w
= N X K Y AB T
Main Mpaeka WpndT

O~ &

2 O &

Pucynok 14 — HCTpyMeHTHI pasfiena
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YTo6b!I pa3BepHyTh pa3fien, HAXMUTe KHOIIKY * (cM. PucyHok 15).

®ailn  [Npaeka Beraeka @opmat  MHoTpymeHTsl

H L <><o X0 Thames L

= w X K Y AR T
@ann Mpaeka %LUFIHDT

Pucynok 15 — Kxormka oTobpakeHusi MHCTPyMEHTOB pasjiesia

1.3.3 VI3MeHUTH pe:KuM 0TOOpaXkeHHs TaHeJ I HHCTPYMEeHTOB

YToObl M3MEHUTh PeXXUM OTOOpaKeHHSs MaHelI WHCTPYMEHTOB, BBIIIOJIHUTE CJIeAyIOIue
JeNCTBUSL:
1. Boibepure nyHkT koMaHAHOTO MeHiO Bup > Ilanens uacTrpymeHnToB (cM. PucyHok 16).
2. B oTkpbIBIIEMCs TOJIMEHIO BbIOepuTe TpeOyeMblil pesKUM 0TOOPaKeHUSI:
— CraHgapTHasi — UHCTPYMeHThI PAcCIoJIOKeHbl B JIBé CTPOKH, Ha3BaHHUs pa3fiesioB
otobpaxatorcs. [Ipy Heo6XoAMMOCTM Ha3BaHMS pas/ieioB IIaHeJd WHCTPYMEHTOB
MOXHO CKPBITB (CM. pazaei 1.3.1).
— KommakTHasg — MHCTPYMEeHThI pacIiojioXeHbl B OHY CTPOKY, Ha3BaHUS pa3fiesioB
He 0TOOPaXKaroTCsl.

— CKpI:ITL IHaHeJb — I[IaHeJIb MTHCTPYMEHTOB He OTO6pa)K88TCSI.

Bvag OBwwid goctyn  Hapctpoikw  Cnpaeka

NuHelika f— = —

= — B —
Heneuyaraembie CHMBOA

% R
Pexum npeseHTaLmm

Ab3ay
MacwTab *
MaHens MHCTRYMEHTOE L™ CraHaapTHan
KomnakTHanA

CrpbITe NaHens

' HazeaHwn pazgenocs

Pucynok 16 — KomangHoe mento Bug
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J1J1s GBICTPOTO TepeKIIoueHus] MeX]y CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOpaXKeHUsI
MaHejld UWHCTPYMEHTOB MCNOb3yhTe KkHOnkd -~ (KomMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 17) u ~ (CranmapTHas HaHeJIb HHCTPyMeHTOB) (cM. PucyHok 18).

AaBoBeI AaB6Bsl' ... F'}, @ G/’) E]

Jaronoeok 3 Jaronoeok 4 L1

Bcraeka

Pucynok 17 — Knonka KomnakTHasi naHejib HHCTPyMeHTOB

H w C” OBbIYHBIRA w [_]\' @ Cf_) E] L

Pucynok 18 — Knonka CtaHaapTHas naHeIb HHCTPYMEHTOB
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1.3.4 Pa3nenbl maHeJ I HHCTPYMEHTOB

1.3.4.1 Pazgen «Paiin»

Pazpen ®aiin copepxut cienyroiiyde KHONkMU (cM. PucyHok ):

5 ~
= v

Dann
Pucynok 29 — Paznen ®aiin
1. (CoxpaHuTh) — COXpPaHWUTb U3MEHeHUs B TeKyllleM [l0KyMeHTe. [Ipu Haxatuu Ha

CTPeJIKy CIIpdBa OT KHOIIKKM OTKPbIBAETCHA BBINAIAIOIIMU  CIIMCOK CO cJIeyromuyuMun

koMaHjiaMu (cM. Pucynok 19 u pasnen 2.1.7):

+]
CoxpaHuTe

(=] DBy &

&

CoxpaHuTe Kak...

Pucynok 19 — Komanpel coxpanenus

— CoxpaHuTh — COXPaHUTb U3MeHeHHUs B TeKyIlleM JJOKYMeHTe;

— CoxpaHuTh KaK — COXPaHUTb HOBBIM (paiil WK Co3/1aTh KOIUIO TeKyIlero ¢anmia.
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—} (BeIcTpasi medaTh) — paclleyaraTb JIOKYMEHT, HCIOJb3ys HACTPOMKM IedaTH

no ymonyaHuio. llpy HakaTMM Ha CTpeiKy CcIpaBa OT KHOIKA OTKPLIBAETCS

BBITIAJIAIOIIMI CITMUCOK CO CJIeJyIOIIMMHU KoMaHiaMu (cM. PrucyHok ):

E 0By &
&y © ¢ Q
— B

E] BricTpan nevate
MeuaTk...

Srcnopt e POF

MapameTpel cTpaHWLE

Pucynok 31 — KomaHze! neyatu

bricTpass mewyaThb — pacrnedaraTbh JJOKYMEHT, HCIOJIb3ysi HACTPOWMKHU TedaTu
1o ymom4anuio (cm. pazzen 2.1.11.2.3);

Ilewats — HacTpouThb TIapaMeTphl TIeyaTH M  pacliedaTtatb  JOKyMeHT
(cMm. paznen 2.1.11.2.2);

Ikcnoptr B PDF - oskcnoprupoBats ¢aitn B ¢opmate PDF wmu PDF/A-1
(cm. pazpen 2.1.9);

ITapameTpsl cTpaHHUIBI — OTKPLITH OKHO HACTPOWMKM I1apaMeTpOB CTpPaHUIIbI

(cMm. pasnen 2.8.1).
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1.3.4.2 Pazpen «IIpaBka»

Pazpen IIpaBka comepxut cienytoiye KHONKHU (cM. Pucynok 20):

% v &
2 C &

Mpaeka

Pucynoxk 20 — Paznen IlpaBka

1. . (BeipesaTh) — nomectuth B Oydep o6mena OC BblielleHHBIA (parMeHT C ero
yAajleHreM U3 oKyMeHTa (cM. pasfen 2.2.2.1).

2. (KommmpoBatsp) — nomectuth B O6ydep odmena OC BwifesieHHbIN dparMeHT 6e3 ero
yAalieHus U3 IoKyMeHTa (cM. paszen 2.2.2.1).

3. [ (BcraButhb) — BcTaBUTH cofepxumoe 6ydepa obmena OC ¢ coxpaHeHHeM UCXOIHOTO
¢dopmarvpoBanus. [lpy HakaTUM Ha CTpeKy CIpaBa OT KHOIKH OTKPBLIBAETCS

BBITIAZIAIOIIMI CITUCOK CO CIJIeyIONIMMU KoMaHiaMu (cM. PucyHnok 21 u pasnen 2.2.2.2):

X 0@y &
Co R
- ﬁ BeTaeuTh
Mpaska

KO Thames

BCTaEMTE TOMBKD TEKCT

Pucynok 21 — KomaH/pl BCTaBKU

— BcraBuTthb — BcTaBuTh cozepxxumoe bydepa oomena OC ¢ coxpaHeHHeM HCXOJIHOTO
¢dbopmaTUpoBaHus;

— BcTaBUTH TOJBKO TEKCT — BCTaBUTHb cojiepkuMoe Oydepa obmena OC 6e3

COXPaHeHHsl NCXOTHOTo (pOPMATHPOBAHMUSL.

4. 7 (OT™MeHHTH) — OTMEHHUTD TIOCTIe/IHee NeHCTBIe, MPOU3BEIeHHOE C JOKYMEHTOM.

5. ( (IloBTOpHTBH) — BEPHYTH PE3yJIbTAT MOCIIEAHEr0 OTMEHEHHOTO JIeHCTBUSL.
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6. &5 (KomupoBatrs ¢QopmaTrupoBaHue) — komnvpoBaTb B Oydpep obmena OC
¢dbopmaTrpoBaHue BblJieleHHOro ¢pparMeHTa Tekcra. [Ipy HaXaTWy Ha CTpesKy CIipaBa
OT KHONKH OTKPBIBAETCSl BBINAJAIOIIMN CIIMUCOK C OOBEKTaMH paHee CKOIHMPOBAHHOTO

¢dopmarupoBanus (cM. PucyHok 22 u pasgen 2.3.4).

| -1

C ﬁ v |E% X0 Thames v 14w

D C 3naTad Iellb Ha AyDe ToMm:

Mpaeka
V nykomopova 0y0 3eneHblil;

Pucynok 22 — O6bekThl paHee CKOITMPOBAHHOTO GOpMaTUPOBAHUS

7. ¢’ (OuuctuTh ¢QoOpPMAaTHPOBaHHE) — OYMCTMTL (OPMATHPOBAHKE BbIIEJIEHHOTO

¢dparmenTa Tekcra (cm. pasgzen 2.3.5).
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1.3.4.3 Paspen «IlIpud»

Paznen lIpugT conepxut cienytomirie MHCTpyMeHThI (cM. PrucyHok 23):

10.

X0 Thames v 14 v AT AT
X K Y4 AB T oo Av &
WpudT

Pucynok 23 — Paznen llpugt

KO Thames ¥ _ hopMaTMpOBaTh BbIJEIEHHBIA (pParMeHT TeKCTa B COOTBETCTBUM C

yKa3aHHBIM BUIOM mipudTa (cM. pazaen 2.3.1.2).

14 ¥ — popmaTHpoBaTh BbIIEIEHHBIH (pparMeHT TeKCTa B COOTBETCTBUM C YKa3aHHBIM
pa3mepoM 1pudTa (cm. pazaen 2.3.1.3).
A~ (YmenbmmTh pa3mep mpudTa) — yMEHbIIMTh pa3Mep IIpudTa BblIeJIeHHOIO
¢dparmeHTa TekCTa Ha OJIUH IyHKT (CM. pa3gen 2.3.1.3).
AY (VYBenumuurh pasMep mpudTa) — yBeIMYMTL pa3Mep IpUQPTa BLIIEIEHHOIO
¢dparmenTa Tekcra Ha OJIUH IMyHKT (CM. pa3zen 2.3.1.3).
K (MomyxupHBI) — M3MEHWTh THI HAa4YepTaHWsl BBIIEIEHHOro (parMeHTa TeKCTa
Ha MOJIY;KUPHBIH (CM. pasnen 2.3.1.4).
K (KypcHB) — M3MeHUTh TMI HadepTaHWs BhLIIEJIEHHOTO pparMeHTa TeKCTa Ha Kypcub
(cm. pasnen 2.3.1.4).
| (IMomuepKHyTHIN) — M3MEHUTL TUIl HAaYepTaHMS BLIIEJICHHOTO parMeHTa TeKCTa

Ha MOIYepKHYTHIN (cM. pasmen 2.3.1.4).

AR (Bce mnpommcHble) — mpeobpa3oBaTh BCe CTPOYHble OYKBBI — BbIIEJIEHHOTO
¢dparmenTa Tekcta B [IPOITMCHBIE (cm. pazmen 2.3.1.4).

T (3auepkHyTHIN) — U3MEHWTb THUI HauyepTaHHWs BbIleJIeHHOro ¢parMeHTa TeKCTa
Ha 3a¥eprHyFpht (CM. pasnen 2.3.1.4).

=== (JIpyrue Bo3MoxkHOCTH (opMaTHPOBAHHSI) — IPYM HAXXKATUU HA JIAHHYIO KHOIIKY
pa3BOpaYMBaETCs TOJMEHI0, KOTOpPOe COJIEPXKUT CIIeTyIolie KHOMKU (CM. PucyHok 24 u
paznen 2.3.1.4):

—  X.(TlomcTpounblii 3HAK) - OQPOPMMTL BBHIOpAHHBIA  (parMeHT —TeKcTa

B BUJI€ nopcrpounbix 3HAaKOB;

— X" (HapcTpousblii 3HaK) - OQOPMHMTL BBIOPaHHBIM  (parMeHT TeKCTa

HAZICTPOYHBIX 3HAKOB.
B BuJIe HaACTP :
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X0 Thames v 14 v ATOAT
X K U AB T [ Av &4

PucyHok 24 — JIpyrue BO3MOXXHOCTH (pOPMATHPOBAHUSI

— 2B (YnnorHenHblit) — yCTAHOBUTL YIUIOTHEHHEIi MHTEpBal MeX]y CHMBOJIAMH B
BbIOpaHHOM (pparmMeHTe TeKCTa;

—  AD(OGBrumBIi) — yCTAHOBUTL OOBMHBIA HMHTEpBAT MeXIy CHMBONAMH B
BbIOPaHHOM (parmMeHTe TeKCTa;

— 2B (Paspexennslit) — ycTaHOBUTB pa3peskKeHHBII MHTEpBAI MEX]y CUMBOJIAMU B
BbIOPaHHOM (parmMeHTe TeKCTa.

11. i (ITBet Tekcra) — GopMaTHUpoOBaTh BblJleJIeHHbIN (pparMeHT TeKCTa B COOTBETCTBUM C

BbIOpaHHBIM I1BeTOM IipudTa (cM. PucyHnok 25 u pasgen 2.3.1.5).

[epu—

X0 Thames v | 14 v AT AT = =
T s A w & w ! _'_i: W = = w

}K K H '&'EJ 1 -— 2— _ =

WpudT

LlpeTa Temb:

HEEEEE

Apyrue upeTa...

Pucynok 25 — LIBet Tekcra

12. & (IIBeT BBIIEJIeHHS] TEKCTA) — BbIIEIUTh GparMeHT TeKCTa BbIOpAHHBIM IIBETOM

(o Tuny mapkepa) (cM. PucyHnok 26 u pasnen 2.3.1.6).
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| XO Thames vl v A7 AT =

X K Y AB T - i,@%- .

I
e
i
|

L4

HeT nocnegHKy LBETOR

Be3 ueeta

Pucynok 26 — LIBet BbiiesieHus: TeKCTa
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1.3.4.4 Pa3znen «A03am»

Pazpen Ab3an conep Xyt criefyroInye KHONKA (cM. PucyHok ):

[rpu—

—

- —

11
1l
Il
=
€

1. —
—

I
il
o
£
—

Ab3ay

Pucynoxk 39 — Paznen Ao3an

1. := (MapKMpOBaHHBIi CIOHCOK) — OQOPMHUTH BBbIIEJEHHLIA (parMeHT TeKcTa

B BHUe MdPKHWPOBAHHOT'O CITMCKa C BH6paHHbD4 THUIIOM MdpKepa

(cm. Pucynok 27 u pasnen 2.3.3).

[epu—

=¥ == =1L
= - AaRiRs  AabbBi
Jaronoceok 1
L] o L]
o = o
Het o " °
| ] u >
L] o L]
- = o
= o o L]
= o < L]
(] L] o o]
- = o

PucyHok 27 — MapKkUpoBaHHBIN CIIMCOK
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= (HyMepoBaHHBLIH CIHMCOK) — OQODMUTHL BBLIIEJIeHHBI (parMeHT —TeKcTa

B BHJe  HyMEepOBaHHOTO  CIKMCKA C  BBIOPAaHHBIM  TUIIOM  HyMepaluu

(cm. Pucynok 28 u paznen 2.3.3).

— 7 | AaBo6BB AaB6B:

< T
Ebl4HbI Jaronosok 1

I
<
il
11
1l
|
o

1. 1 1)
11 a. a)
Het 1.2 b. 4]
121 i il
2 2. 2)
| A a) a
1 1) 1
by 2. 2) 2
1 i. il i
Il B 4] 4]
1) a)
a) 1)
G) 2)
il il
2) &)

Pucynok 28 — HymepoBaHHBIN CIICOK

. = (BBIpOBHATH TeKCT II0 JIEBOMY Kpal0) — BLIDOBHSTD BbifIeJIeHHbIN PpparMeHT TeKCcTa

T10 JIeBOMY Kpalo CTPaHUIIbI WM 110 JIeBOM rpaHulle siueiiku (cM. paspgen 2.3.2.1).

(ITo meHTPY) — BHIPOBHSTH BBIJIeJIeHHBIM PpparMeHT TeKCTa I10 [IeHTPY CTPaHUIIbI WU

0 LIeHTpy sYeiku (cM. pazgen 2.3.2.1).

=

(BBIpOBHATH TEKCT 10 TMPaBOMY Kpaw) — BLIPOBHATb  BbIJIeJIEHHBIH
dparMeHT TeKCTa IO IPaBOMY Kpal CTPaHHUIbI WA [0 IIPaBOMYy Kpaw SYerKU
(cMm. pazmen 2.3.2.1).

— (BBIpOBHSATH TEKCT IO IIHPHHE) — BLIPOBHSATH BbIJIEJIEHHBIM (pparMeHT TeKcTa

IO IIWPYHEe CTPAHMIIBI UJIU TI0 IMpPHHe s9eiiky (cM. pazgen 2.3.2.1).
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7. | — BBIPOBHSTH TeKCT B TabiuIle N0 BepTHKamu. KHomka oTo6pakaeTcs, eciid Kypcop
YCTaHOBJIEH B TaOjuIle WM BBIJIeJIEH 3JIeMeHT TaOmuibl/Tabmuma menukoM. [lpu

HAXaTUM Hd HOdHHYIO KHOIIKY OTKpbIBAe€TCd II0OJMEHI0 CO CdIeJyIIKUMHU KHOIIKdAMHU

(cm. Pucynok 29 u paznen 2.3.2.2):

- T (ITo BepxHeMy Kparo) — BIDOBHSTh TEKCT 110 BEPXHEMY Kpalo STYEHKH;

& .
— 7+ (BBIpOBHATH TEKCT IO LEHTPY) — BIPOBHAITH TEKCT 110 [IEHTPY SYEHKH;

— I (ITo mmxHemMy Kparo) — BLIPOBHATH TEKCT [0 HUKHEMY Kpalo SYeiKHu.

%4«
+ L By

== 1T

T

Ab3au

nbnnLa

Pucynok 29 — BelpaBHUBaHuMe TekcTa B Tabiuile

8. I (MeXCTpO4YHBI HMHTepBaJ) — BbHIOpaTb MEXCTPOYHLIA  MHTepBal W3

(PUKCHUPOBAHHOI'O CIIMCKA 3HAYeHWW WM HACTPOWUTHb IIPOM3BOJIBHBIA UHTEpBall

(cm. Pucynoxk 30 u paznen 2.3.2.3).

i
L4
e
ROl
o
£

IL\'% AaRARr  AaRnBi

4 _ k1
— I OgwnHapHwii
AbB3al -
Tws 115
s 15
Iz [Oeociinoi
I MpowzeosbHR MHTEpEAN..,

Pucynok 30 — MexcTpo4Hblii HHTepBal
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9. <= (YMeHBIIMTH OTCTYII) — YMEHBIIIUTh OTCTYI BBIJIeJIEHHOTO ¢parMeHTa TeKCTa OT
JIEBOTO Kpast CTpaHuIlbI (cM. paszen 2.3.2.5).

10. == (YBeIMuHUTH OTCTYN) — YBEJIWYUTb OTCTYIl BbIJIEJIEHHOTO (parMeHTa TeKCTa OT
JIeBOTO Kpast CTpaHuIlbl (cM. paznen 2.3.2.5).

11. 5 (HacTpoiiku ab3ama) — HAaCTPOUThL IapaMeTphl ab3ana. IIpy HakaTuM Ha JAaHHYIO
KHOTIKY OTKpPBIBAaeTCs TaHeJib CO CJIeAyIIMMU HacTporkamu (cM. Pucynok 31 wu

paznen 2.3.2.5):

[rpu—

a—

1

W

" - Aab6Bs = AabbBi
e N £ qT Y1 OBbluHb Jaronoeok |
Ab3au %
HacTpoikk abzaua, cm

Mepean cTpoka 0,00 C

OTrctyn cneea 0,00 :

OrcTyn cnpaea 0,00 C

WHTepean go 0,00 3

WHTepean nocne 0,00 C

Pucynok 31 — Hacrpotiku a63ana

— IlepBasi cTpoka — paccTOsSiHMe OT JIeBOTO TIOJSl JOKYMEHTa [0 TepBOM CTPOKH B
ab3arie ¢ y4eToM OTCTYIIa CJIeBa;

— OrTcTyn c1eBa — pacCTOsIHEe OT JIEBOTO TI0JIsl JIOKYMeHTa J10 ab3aria;

— OrTcTyn cmpaBa — pacCTOsTHHE OT IPABOTO IOJIS JOKyMeHTa 10 ab3aria;

HMuTepBan 10 — paccrosiHue 10 ab3ara;

— HWHTepBai mocie — paccTosiHye Tocite ab3ara.

12. 9] (HemeyaTaemMble CHMBOJIBI) — BKJIIOYUTH/OTKIIIOUYHATh PEXUM OTOOpakeHHUs

HeleyaTaeMbIX CUMBOJIOB (CM. pa3zen 2.9.2).
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1.3.4.5 Pazgen «Cruiam»

Pazpen Ctumu copepxut (cMm. Pucynok 32 u paspen 2.3.1.1):

AaboBe AaboB1 AaBoBs AaB6Bsl  AaB6Bs' ...

DEBIYHBI Jaronoeok 1 JarcnoBok 2 Jaronoeok 3 Jaronoeok 4

Crunm

Pucynoxk 32 — Paznen Ctiim

1. KHormku nprMeHeHUs 4aCTO MCI0JIb3yeMbIX ITpe/lyCTaHOBJIEHHBIX CTHIIeH.

2. Kuomky :-- (CTHIM), TIpU HaXXaTUM HA KOTOPYIO OTKPBIBAeTCs OKHO paboThl CO
ctunsamMu. JlanHoe OKHO coniepxuT (cM. PucyHok 33):
— [lomHbIN CIUCOK NpeyCTaHOBJIEHHBIX CTUJIEH.

— Knonky + Co3naTs HOBBII CTHIIBb — CO3/IaTh 110JIb30BATEJIbCKUNA CTHIIb.

AaboBs = Aab0B1 AaB0Be AaB6Bel AaB6Bel' [...|

DEbIYHBIR Jaronoeok 1 e

CTiam

AaBoBeITInEeE&Kx33Uuli

OBbI4YHbI M

AaBoBBI'rInEek éxk33U1

3aronosok 1

AaBoBeI'T/InEeE&Kx331Uul

3aronoaok 2

AaBoBeI'T/InEeEé 3 MulliiK

3aronosok 3

AaB6BeI'r/InEeEém3alnilinK ]

3aronoeck 4

AaBiBel'rIgEeF a3 MulTiiKelL

3aronosok 5

+ Cozpate HoBRIA cTUAB

Pucynoxk 33 — OkHO paboThI CO CTHIISIMHU
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1.3.4.6 Paznen «BcraBKa»

Paznen BcTaBKa cofiepXUT CiieiyIolie KHOMKH (CM. PucyHok 34):

Ty [ 2 [
mE ~ L

BcTaeka

PucyHok 34 — Paznen BeraBka

1. |_| (Tabmuma) — BcTaBUTH Tabmuiry (cM. pasnen 2.4.1).
[ (A300paxkenue) — BCTaBUTh M300pakeHue (CM. paszen 2.5).
[__.'?' (CchuIka) — BCTaBUTh TUIEPCChUIKY (cM. pasfen 2.2.5.1).

E‘ (KommMenTapuii) — 100aBUTh KOMMEHTapHUH K TeKCTy (cM. pasnen 2.11.2).

A

.= (BcTaBKa) — IpM HaXXaTWM Ha JAHHYIO KHOIIKY OTKpbIBaeTCs IIaHeJlb BCTaBKH,
KOTOPasi COJEPKUT CIieAytoliure KHONKU (cM. PucyHok 35):

- B MN3o00paxkenne — BCTaBUTh M300pakeHue (CM. paszen 2.5).

- : I : TexcToBoe moJjie — BCTaBUTb TEKCTOBOe 1oJjie (CM. pa3gen 2.6.2).

- O dPurypa — BcraButh purypy (cm. pasgen 2.6.1).

— |_| Tabmumna — BcraBUTh Tabnuity (cM. pasaen 2.4.1).

- | ®dopmyia — BcTaBuTh Gopmyity (cm. pasgen 2.7.1).

— {PaprIB CTPaHHIBI — BCTaBUTb PAa3pbIB CTPaHUIlLI (CM. pasfen 2.8.4).

— |_:'| Pa3psIB pa3nmena — BCTaBUTh pa3pbiB pasjiena (cM. pasnen 2.8.5).

— Q Hymepanmusa crpaHun, — BCTaBUTb HOMepa CTPaHHUI[  JIOKyMeHTa
(cm. pasnen 2.8.3).

- B KonoHTHUTYIBI — TlepeiTM B pPeXHM peNaKTUPOBAaHUs KOJIOHTUTYJIOB
(cm. pazgnen 2.8.2).

— D OryiaBiieHHe — BCTaBUTh aBTOMAaTH4Yecku cobOupaeMoe OrIJIaBiieHHe
(cm. paznen 2.8.6.2).

— .;__.'-'~I CcpLIKa — BCTaBUTh FMIIEPCCBUIKY (CM. paszen 2.2.5.1).

- ITepexpecTHasi CChLIIKA — BCTaBUTh ITEPEKPeCTHYIO CChUIKY (cM. pazzen 2.2.6).

— |~ 3akiaaka — BCTaBUTh 3aKIAJKY (cM. pasgen 2.2.7.1).

- _xLE;I CHocka — BCTaBUTh CHOCKY (cM. paznen 2.2.4.1).

- = KommenTapuii — BCTaBUTb KOMMEHTapuid K BBIJIeJIeHHOMY TeKCTY

(cm. pazmen 2.11.2).
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- JdaTa — BCTaBUTh TeKyIyto Aaty (cM. pazaen 2.2.8).

— @ Bpems — BcTaBUTH Tekyiee Bpemsi (cM. pazzen 2.2.8).

3aronoBok 3 3aronoeok 4

AaBbBBl AaB6Bel ... @v @ gf) E %

&)

Wzobpaxedue.. ~

[
0

TekcToBOE None

|\_\‘| Durypa ¥
% Tabavua... ¥
II/‘_\

\'];[./:l Dophyna...

-

Pazpeie cTpaHuue

L

It JC

Pazpuie pazgena

Hymepauma cTpaHuL..

1] @ &

KonoHTUTy M
OrnaeneHme
(_{J Ceuinka..,
5 MepekpecTHan copaka..,
m aknagka...
1
,ﬂ,E} CHocka
E\ KommeHTapui
N
Jata
l/' T
\,_L _/.l Bpenn

Pucynok 35 — [1aHenb BCTaBKU

1.3.4.7 Paznen «Tabdauma»
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Ecm xypcop ycraHoBiieH B Tabiuile WK BbIfIeNIeH 3JIeMeHT TaOJIUITbl/TabIuIa MeTMKoM
(cm. pazmen 2.4), TO Ha TaHEJIM WHCTPYMEHTOB oOToOpakaercs pasmen Tabswuia, KOTOPBIA

COJIepXKUT Clleflytolie KHOMNKH (cM. PUcyHOK):

CvE mB® B
M v B d ¥ =B

TaGnnua

Pucynok 49 — Paznen Ta6smma

£ .
l. == (IIBeT 3aMMBKH) — 3aM0JIHUTh BBHIOPAHHYIO SYEWKY YKa3aHHbIM IIBETOM

(cm. Pucynok 36 u pa3pen 2.4.7).

[ __[
l'- = mas m AaBOBEIT]

Hbl
' HeT 2anuekn

LlpeTa TeMbI

Jpyrue ugeta...

Pucynoxk 36 — LIBet 3anuBku

2. (2 (O6pequauth s9eiiku) — OOLEIUHUTb WM pPa3beJIMHUTL BbIJIeJIeHHbIe STYeHKU

(cm. pasnen 2.4.10).
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3. BH — HACTPOUTb OTO6pa)K€HI/Ie r'paHuIy Ta6J'II/II_U:>I NI BbI6paHHOI‘ O JHAaIla30Ha fA4YeeK,

THN U [[BeT JTUHUU TpanuIl (cM. PucyHok 37 u pasnen 2.4.8).

@opmar ODT He noppmepkvBaeT BO3MOXXHOCTb INPHMEHEHUs JWaroHaJIbHBIX

TPaHMII.

AaboBel't) AaBbo6BBIN

CfbIYHBIF Jaronopok 1

LleeTa TENMB:

HEEEEE

Apyrue ueeta...

Pucynok 37 — Hacrporika rpanuig

4. T (BcraBuUTh CTPOKY BBIIIe) — BCTaBUTh HOBYIO CTPOKY BBIIIE BBIEIEHHON
(cm. pasnen 2.4.2).
5. & (BcTraBUTh CTPOKY HIKe) — BCTAaBUTh HOBYIO CTPOKY HHXXe BbIJIeJIeHHOU

(cm. pasnen 2.4.2).
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6. E (BcraButh crosIOer; ciaeBa) — BCTAaBUThb HOBBIA CTOJIOeIl CleBa OT BBIIEIEHHOTO
(cm. pasnen 2.4.3).

7. ﬂ (BcraButh cToJI0el] cripaBa) — BCTAaBUTh HOBBIA CTOJIOEI] CITpaBa OT BBIJEIEHHOTO
(cm. pasnen 2.4.3).

8. M (YaaauTh CTPOKY) — YIalIuTh BbIIeJIEHHYIO CTPOKY (cM. pasnen 2.4.12).

9. % (Yaanurs crosiben) — yaaauTh BelJleIeHHbIN cTonber] (cM. pasaen 2.4.12).

10. % (IIoBTOPATH KakK 3aro/i0OBOK HAa KaXKJ0M CTPaHUIIe) — IOBTOPSATh BBIOPAHHYIO
CTPOKY KakK 3aroJioBOK Tabuib! (cM. paspgen 2.4.11).

11. @ (Yaanurs Tabauiy) — yaanuth Tabmuiny (cM. pasgen 2.4.15).
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1.3.4.8 Pasnen «M3o0paxkenue»

Ecmm B mokymeHTe BbIfIeieH PUCYHOK (CM. paszen 2.5), TO Ha TaHEJIW WHCTPYMEHTOB
oToOpaxkaercs pasfen V3o0OpaxkeHuwe, KOTODBLIM COJEPXUT CJIeyIOIIMe HWHCTPYMEHTHI

(cM. PucyHok ):

57 Pasmep W nonoxkeHWe

Mzobpamenne

Pucynok 52 — Paznen M3o0paxenne

1. BbIHaI[aIOIJ_[I/Iﬁ CIIMCOK [JId BbI60pa 103NN 1/1306pa>1<eH1/1$[ OTHOCHUTEJIbHO TeKCTa

(cm. PucyHok u pasgen 2.5.3):

— —
= B rekcte v @, v
’—

— W

= B Tekcte
AB3auy

0:-  Bokpyr pamkn
Ceepxy W CHU3Y

Mepes TekcTomM

3a TekcTomM

[l !

Pucynok 53 — Bei6op no3uiyy u3o06paskeHust

— 0= B TekcTe — CTaHIapTHOE PaCIOJIOXKeHHe H306pakeHus: MeX/y JByMs ab3alaMu
TEKCTa;

— [ Bokpyr paMKH — 06TeKaHHe TeKCTOM 110 KOHTYPy M300paskKeHus;

— O Csepxy u cHH3Y — OOTeKaHHe TeKCTOM M300pakeHHs 0 BepxHeil M HIDKHei
paMKawm;

— ZrIlepe;m TeKCTOM - paCIIOJIOXKeHHe H300pakeHHs IepeJ; TeKCTOM B BHUJE
BEpXHEero CJIosi;

— = 3a TeKCTOM — PacIojioKeHHe U306pakeHtsl 3a TEKCTOM B BHJIe HYDKHETO CJIOSL.

2. HiPa3mep W TmOJIOXKeHHe — HW3MEHUTb pa3Mep HW/WIK TOJIOXKeHHe H300paskeHUst

(cm. pazmens 2.5.2 u 2.5.3).
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3. Bd (Ynanurs uzo0paxenne) — ynaiuTh n3obpaxenue (cM. pasen 2.5.6).
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1.3.4.9 Paspnen «Purypa»

Ecmn B nmokymeHte BbifiesieHa ¢urypa (cM. pasgen 2.6), TO Ha HaHeJId WHCTPYMEHTOB

oTobpakaercst pasziesl Purypa, KOTOpPbIM COJIEPXKUT CIleAyroIre UHCTPyMeHTHI (cM. PucyHok 38):

ﬁ UpeT 3anmekn ¥ = B tekcTe v rﬂ
: Kontyp MoaroHATE pasmep
Durypa

Pucynok 38 — Paznen ®urypa

1. 2, IIBeT 3a/IMBKH — 3alI0/IHUTh PUTYpPYy LIBETOM MU u3obpakeHueM (cMm. PucyHok 39 u

pasgen 2.6.4).

£ LLeeT zanmexn \g C= B Tekcre - rﬂ

HeT z3anMBKK

Llgeta Temb:

H BEGEDNES

Opyrue ueeTa...

MzobpaxeHne:

Bmbpats...

Pucynok 39 — Knornika IIBet 3amuBku
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u pazzen 2.6.5).
£ Lleet zanmekn v C= B Tekcre - rﬂ
E KoHtyp % MogroxaTe pazuep )
HeT koHTypa
LleeTa Teme:

Apyrue upeta...

Tonwmna arHK: 0,25 pt

Pucynok 40 — Kanonka Kontyp

Bremaparomuii  cnimMcok i BbIOOpa  MO3UIMKA  QUIYpbl OTHOCHUTEIBHO —TeKCTa

(cMm. PucyHok 41 v paznen 2.6.8):

— O=B Tekcre — CTaHJApPTHOE pACIONOXKeHHe (UIyphl MEXAy AByMs ab3alaMu
TeKCTa;

— 0 BoKpyr paMKH — 06TeKaHHe TeKCTOM T10 KOHTYPY (pUIypHI;

— O Csepxy u cHH3Y — 00TeKaHHe TeKCTOM I0 BepXHell ¥ HIKHel paMKaM (pUIypel;

— Ir Ilepem TeKCTOM — pacHojiokeHHe GUIYPHI Iepefl TeKCTOM B BUJe BepXHero
CI104;

— E 3a TekcToM — pacIiiojiokenure Cl)I/Il"ypr 3d TeKCTOM B BHie HUKHEr'o CJ104.
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ﬁ LleeT zanuekn v C= B TekcTe w rﬂ
— 4
= fonmyp v 0= B rexcre

Purypa

10 Bokpyr pamku
Ceepxy W CHU3Y

Mepen TercTonm

10 1ol

3a TekcToM

Pucynok 41 — Boi6op nmo3unuu Gpurypsr

4, IloarouaTs pasMep — NOJOTHATH BHICOTY GUIYPHI IO/ PACIOJIOXKEHHbIM B HEH TeKCT

(cMm. paznen 2.6.7).
5. 'ﬂ (Ymamuts ¢urypy) — ynanmute ourypy (cm. pasgen 2.6.9).
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1.3.4.10 Pa3znen «Popmyia»

Ecm B mokymenTte BbifiesieHa dopmyra (cM. paszgen 2.7), TO Ha TMaHeId WHCTPYMEHTOB

oTtobpaxaetrcs pa3zaen Popmysia, KOTOPBINA COJIEPXKHUT Cliefytorire KHONKU (cM. PrucyHok 42):

S
500 M3MEHWTE
Y

EI'E‘-, ¥aanuTe

GopMyna

Pucynok 42 — Paznen ®@opmyiia

1. HN3menuts — pegaktupoBaTh Gopmyity (cM. pasnen 2.7.2).

2. @% Ynanurs — ynanuts opmyiy (cm. pasgen 2.7.4).
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1.3.4.11 Pa3nen «PeneHsupoBaHue»

Ecm nokymeHT comepXUT XOTs ObI OJTHO HcIipaBieHue (cM. pasmen 2.11.1) wmm xoTs Obl
OIMH KOMMeHTapui (cM. pasfmen 2.11.2), To Ha mnaHeIM UWHCTPYMEHTOB OTOOpPaXKaeTcs

paszfien PenensupoBaHue, KOTOPbIN COIEPXKUT CJIeIyIOle UHCTPYMeHThI (CM. PrUcyHOK ):

Ov O B~

PeueHIMpOBaHME

Pucynok 59 — Paznen PenrensupoBanue

1. @ (IIpuHaTh, WHCIpaBIeHHe) — I[PUHATH BBIODAHHOE MCIpaBjieHWe WM Bce

WCTIpaBJieHus B JokyMeHTe (cM. PucyHok 43 v paznmen 2.11.1.4.1).

@1
_@ﬂ}[

MpWHATE MCNpaBaeHKue

GO~ [Z o~ XO Tham

K

pAhT

r|:ll-'1HF|TI:| BCE MCNPaBAEHWA

Pucynok 43 — IlpunsiTie ucnpaBieHUi

2. O (OTKJIOHHUTH HCIpaBJIeHHe) — OTKJIOHUTh BbIOpaHHOe HCIIpaBjeHue WM Bce

WCIIpaBJIeHus B JokyMeHTe (cM. PucyHok 44 v paznen 2.11.1.4.2).

® G

PeweH3ung

@ v |® ‘-"| [T w ¥O Thames
OTKAOHWTE MENpaBAEHNE

CTENOHWTE BCE WenpaeneHA

Pucynok 44 — OTkI0HEeHHe UcTpaBIeHui
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B (Yoanure KOMMeHTapuii) — yJajiuTb BBIODaHHBIM KOMMEHTApuH WIA Bce

KOMMeHTap1H B iIokyMeHTe (cM. PucyHok 45 u paznen 2.11.2.7).

o i | )
() w» () |@ V| KO Thames

YoanuTe KOMMEHTARHIA
PeueH3InpoBaHWe

¥nanuTe BCe

Pucynok 45 — Y anenve koMmMeHTapreB

® (ITpeppigymiee wucnpaBjieHHe) — TIIepedTH K IMpeblylleMy HWCIPaBIeHUIO

(cm. pazpen 2.11.1.3).

@ (Cnenyromee mcIpaBieHHe) — I[lepedTH K CJlefylolleMy HCIPaBJIeHUI0

(cm. pazpen 2.11.1.3).

Bbimaparonuii  coMcok  Juisi  BeIOOpa  peXXMMa — OTOOpakeHWs] — UCIIpaBJIeHUM

(cm. Pucynok 46 v paznmen 2.11.1.5):

— MapkupoBaTh HCIpaB/eHHS — B JOKyMeHTe cojiepXaTcsi U 0OpaboTaHHbIe, U
HeobpaboTaHHble ucnpaBieHus. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS
I[BETOM U OTOOPAXKAIOTCs Ha TTAaHeJN UCIIpaBIeHUH.

— OTobpaxaTh HCHpaBJIeHHS — B JOKyMeHTe cojiepXaTcsi U oOpaboTaHHBIe, U
HeoOpaboTaHHbIe ucrnpapiieHus. HeobpaboTaHHble WCHpPaBIeHUs] HE MapKUPYIOTCS
1iBeToM. [laHenb WcIipaBieHH CKPBITA.

— MHcxopHbIii HOKYMeHT — B JIOKYMEHTe COJIepKaTcs Tobko o6paboTaHHbIE
ucnpasiienus. [laHenb wcmpaBneHWd CcKpbiTa. PemakTupoBaHue IOKyMeHTa B

JaHHOM pe’XrMe HeJOCTYIIHO.

L L
) » () @ v X0 Thames
— — 4

" " 1 A
I\(_.-fl I\_}.-fl see X .ri: H = B
Peueraupor g MapkupoEaTs MCNpagEneHnn

OrobpaxaTe MCNpaBneHWA

McxodHBIR gokymeHT

Pucynok 46 — Beibop pexxiMa oToOpakeHusI UCITPaBIeHUN
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1.3.4.12 Paznen «OriaBiieHue»

Ecmm B nokymenTe BbiziesieHO orjiaBjieHue (cM. paszgen 2.8.6), To Ha MaHed UHCTPYMEHTOB

otobpaxkaercs pa3zaen OriaBieHue, KOTOPBINA COJIEPXKUT CIIeyolre KHOMKU (cM. PucyHok 47):

o
500 M3MeHWTE
1Lf

YaanuTe

OrnasneHue

Pucynok 47 — Paznen OrnaBieHue

1. 2%y A3MeHHUTBH — pe/lakTUPOBATh OryiaBjeHue (cM. paszen 2.8.6.3).

2. Yaanute — ynanute ornasieHue (cM. pasnen 2.8.6.5).
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1.4 BoxkoBas nmauejn

BokoBast maHesb Cofiep kUt citefiytoriue KHOnku (cM. PucyHok 48):

— = — OTKpBITH IaHelb CCHUIOK Ha obpa3oBaTenbHBle pecypchl (cM. pasmen 2.2.10).
Knomnika orobpakaercss npu pabore ¢ npwioxeHueM «MoitOduc Tekct» B cocrase
nponykra « MoitOduc ObpazoBaHue».

- Q- OTKPBITD [TaHeJIb [TIOMCKA U 3aMeHbl JJaHHBbIX B IOKyMeHTe (cM. pazaen 2.2.9).

- @ — OTKPBITH TaHeJb paboThl C MakpokoMmaHmam# (cMm. pasmen 2.13.1). KHomka

oToOpaxkaeTcs, ecyid B JOKYMeHT Jio0aBjieHa XOTsl Obl 0JJHa MaKPOKOMaH/a.

11
[ |
L4
N

>

Bcraeka
) i ) -
4 L ] 4 1 ~

Q

@ O

W

= & + 120% ht

Pucynok 48 — BokoBas maHenb
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Ecm nokyMeHT OTKpBIT u3 objayHoro xpaHuiuma (cM. pasgen 2.12), To Ha GOKOBOH
MaHeJlM Takke OToOpaXkaeTCsi CIHMCOK pelleH3eHTOB, KOTOpble OJIHOBPEMEHHO C TeKyIIUM

I10JIb30BAdTeJIeM BeayT pa60Ty Haa 3TUM JOKYMEHTOM.

CDYHKIII/II/I pa60Tm B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA NOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHoi yactu «MoOdwuc ITpodeccrnonanbubiity / «MoitOduc YactHoe Ob1aKoy.

1.5 Ctpoka cocrossaust

B crpoke cocTosiHMSI coliepiKaTcsl CiefyIolye AaHHble U UHCTPyMeHThl (cM. PucyHok 49,
CJIeBa HaIPaRBo):

— HOMep TeKylIllel CTpaHHUIIbl ¥ 00I1ee KOJIMYeCTBO CTPAHUI] B IOKYMEHTe;

— WHJIMKaTOp COCTOSIHUS TOJKJIFOUEHHUs K cepBepy — OTOOpaXkaeTcsl, eciid B NMPUJIOXKeHUU
OTKPBIT JOKYMEHT, pPacIloJIOXKeHHbIN B objiake (cM. pazzen 2.12);

— YpOBeHb NpaB JIOCTyIa K JIOKyMeHTYy — oToOpaXkaeTcCsl, ecyid B TPUJIOXKEHUH OTKPBLIT
JIOKYMEHT, PACIIOJIO>KeHHbIN B 00JIake, U MOJIb30BaTellb He SIBJISIeTCSl aBTOPOM JaHHOTO
nokymenTa (cM. pasnen 2.12.2);

— UWHCTPYMEHTHI Jis U3MeHeHus MaciiTaba JokyMmeHTa (CM. paszen 2.9.4).

Crpanumua 1 1z 1 @ Ecre nogknoueHne £ PepakTnpoBaHWe = & + 00% v

Pucynok 49 — Ctpoka cocTtostHUs

cI)yHKI_II/II/I pa6OTbI B oOjlake M COBMECTHOT'O pPedaKTUPOBAHUA OOCTYIIHBI IIPU HAJIMYUU

cepBepHoM yactu «MoOduc ITpodeccronanbubiiny / « MorOdurc YactHoe O6akoy.
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1.6 OxHo OBICTPHIX AeHCTBHIT

B npunoxennn «MoitOduc TekcT» comepXUTCs OKHO OBICTPBIX JericTBui (cM. Pucynok 50).
JlaHHOe OKHO IIpe/lHa3HAuYeHO yIsi OBICTPOrO BBIMOJIHEHUSI KOMaHJ W TpPUMEHeHHs CThien
dbopMaTHpoBaHUSI TEKCTA.

YTOOBI OTKPHITH OKHO OBICTPHIX JIEWCTBHH, BHITIOJHUTE OJTHO M3 CIEAYIOMNX JeUCTBUH:

— Bribepute myHKT kOMaHHOTO MeHIO CripaBKa > BbICTpHIe JeiicTBHS;

— Haxwmwure coueranue knasui Ctrl+/ npu pabore B OC Windows / OC Linux.

OKHO OBICTPBIX NEHUCTBUM COIEPIKUT:
— TIepedYeHb KOMaH]I, IPeJICTaB/IeHHbIX B KOMaHAHOM MeHI0 (cM. pasnen 1.2);
— TIlepeyeHb BCTPOEHHBIX U IOJIb30BAaTeIbCKUX CTUJIeH ¢GOpPMaTUPOBAHUS TeKCTa

(cm. pazmen 2.3.1.1).

Co3pate trl+
Cozgate no wabnony..
CTEpBITh...

OTepmTe B 0baake...
Bolith B ofinako
Ckauatk...

JarpyanTe dain.,
CoxpaHnTe

CoxpaHWTE Kak...
SKCNOPT...

3a8aTe Napcib..

MapameTom CToaHMUE

Pucynok 50 — OxHO OBICTPBIX JIeHCTBUI

J11s1 BBIOOpa KOMaH/ABI/CTWIS U3 CIIMCKA BOCIIOJIb3YUTECh OJTHAM U3 CJIeJIyIOIIUX CIIOCOOOB:
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— IlpokpyTuTe CIUCOK 10 HY>KHOM KOMAaH[BI/CTWISL C IOMOIIBIO KOJIECHKA MBIIIN WA
MpaBOY BepTHKAJIbHOW IOJIOCHl TPOKPYTKU. IlonTBepnuTe BbIOODP KOMaHIbl/CTHIIS
IIeJTYKOM MBIIIN WM HaXkaTheM kiiaBuiiiy Enter.

— Haunure BBOOUTH Ha3BaHMe KOMAaH[BI/CTWIS B CTpOKy mnoucka. Korma tpebyemas
KOMaH/Ia/CTUJIb 0TOOPA3UTCs B pe3yJibTaTax IOWCKA, BbIOepUTe ee C IOMOIIbIO MBIIIN
WJIU KJIABUII KJIaBUATYPBHI:

— IlenxHuTe 10 CTPOKe KOMaH[IbI/CTUJIS JIeBOM KHOIIKOM MBIIIIH.
— BrimenuTe CTpoOKy KOMaHBI/CTHJISL C TOMOIIBIO KJIABHUII KJIABHATypbl | U T U

HaxMuTe kiiaBuily Enter.

OKHO OBICTPBIX JEMCTBUM aBTOMATHMYeCKH 3aKpbIBAeTCs IPY BBIIIOJHEHUM KOMaH[bl WX
npuMeHeHUs CTUIS. UTOOBI 3aKpbITH OKHO 0Oe3 BbIOOpa KOMAaH[BI/CTWJIS, IIEJIKHUTe M0 JIIoOoMy

MeCTY 34 I1peiej)laMi JdHHOI'O OKHd WJIW Ha’)KMHUTE KJIdBUITY Esc Ha KJIaBHUdATYype.
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1.7 SI3p1k puI0KEeHUNA

A3k mpunoxenuss «MorOduc Tekcr» 1O yYMONTYAHUIO —OIpedenseTcss S3bIKOM

OHepaHHOHHOﬁ CHCTEMBI. HpI/I H606XO}II/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

HpI/I CMeHe 3bIKa IIPHUIO>KeHNs] ((MOﬁO(bHC TexkcTy COOTBETCTBYIOH_[I/Iﬁ SA3BIK dBTOMdATHUYeCKH1

BbIOMpaetcs st mpwioxkeHu «MouOduc Tabmma» u «MouOduc [IpeseHTarusy».

YTOoOBI U3MEHUTD SI3bIK MPUJIOXKEHHUSI, BBITIOJTHUTE CIJIeyIOIUe T1eUCTBUS:
1. Boibeputre nyHKT koMaHaHOro MeHi0 WMHcTrpyMeHTHI > W3MeHHMTH $3BIK

(cm. Pucynok 51).

MHcTpymeHTs Bwg  OBwwid goctyn  Haac
Pexwm oTobpameHna ucnpaeneHund  #

Mpaecnucanwe »

HacTpaweaempiil cioeape

3MEHWTE AZBIK...

Pucynok 51 — KomangHoe MeHio MHCTpyMeHTBI

2. B okHe, mnpeicTaBieHHOM Ha pUCyHKe 69, BblOepuTe M3 BBINQJAIONIETO CIIMCKA

TpebyeMbli S3bIK IPWIOXKeHUs U HaxkmuTe KHONKY OK.

CmeHa A3bIKa >

BoiGepute Azpik:

A3bik cucTemel (PycokiiA) -

OK OTmMeHa

Pucynok 69 — OkHo BbIOOpa s13bIKa
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3. B okHe, mpejicTaBlieHHOM Ha pUCyHKe 52, HaxxmuTe KHotky OK.

CmeHa A3blka >

o N3MeHeHWe BCTYMUT B cuay
nocne nepesanycka NpUIOXeHWsA

Pucynok 52 — YBenomiienre o He06X0/IMMOCTH Iepe3anycka PUII0XKeHUsI

4. HepeBaHYCTI/ITe IIpHUJIOXKEeHHe. HJISI 9TOro SHKPOﬁTe BCe MOOKYMEHTHhI, OTKPpbITbie Hd

JAaHHBIA MOMeHT B npwioxkeHnu «MoitOduc TekcT», 1 OTKpo¥Te UX CHOBA.
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2 PABOTA B TEKCTOBOM PEJAKTOPE

2.1 JletictBus ¢ ¢paitnamu

2.1.1 Co3pats daiin

2.1.1.1 C nomomxnio IlpoBonnuka Windows

Yto6s! 6bICcTpO co3naTh daiti B [IpoBognuke Windows, BbIIOIHUTe ClleytolIye JerCTBUS:

1. OTkpoiTe KOHTEKCTHOe MeHIO HIeTYKOM MPaBOW KHOIKU MBI 10 ITyCTOW 06/IacTh U
BbinoyiHUTe kKoMaHy Co3gaTs > (& [okymenT MoitOduc.

2. VYxaxure HazBaHue ¢aiina. Ilo ymomyanuio ¢ainy npucBauBaercs vMs [lokyMeHT
MoiiOduc.

3. Yrobbl COXpaHWTh Ha3BaHUe, IIEJIKHUTE 3a ero IpefiejlaMU WM HaXXMUTe KJIABUIIY

Enter na xaBuarype.

2.1.1.2 IIpu BXoAe B IpHJIOKeHHe

[Ipu Bxoge B npwioxenue « MoriOduc Tekct» HOBbIN daiii co3gaeTcss aBTOMaTHYeCKHU.

2.1.1.3 Bo Bpems paboThI B IPUJIOKEHHH

YTob6bl co3paTh HOBBIM (ailyl BO BpeMs pabOThl B INPWIOXKEHWH, BBIIIOJIHUTE OJHO W3
CIIeYIOIIUX NeUCTBUA:
— Boibepute nyHKT koMaHaHOTrO MeHio ®aiin > Co3maTth (cM. PrucyHok 53).

— Haxwmure coueranne xiaasuml Ctrl+N / $Cmd+N.

Daitn  [lpaeka Beraska @opumar WHctpyme

[ Coszgate Ctrl+N

Cozgate no wabaony...

[ OtkpoiTo.. Ctrl+0

Pucynok 53 — Ilynkt komanaHoro meHio Co3gatb
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2.1.2 Co3parp mabs10H daiia

[[TabmoH ¢aiia MOTHOCTHIO MOBTOPsieT UCXOAHBIN daii. [labaoH ym0O6HO HCIONIB30BATh
pu pabote ¢ aiiyiaMu, y KOTOPBIX eCTh HabOop MOBTOPSIOIIUXCS 37IeMEeHTOB.

YT1o6bI co3/1aTh MA0IOH daiiia, BHIOTHUTE CIeIyIoIIHe JeHCTBUS:

1. OrtkporiTe daii, MAabIOH KOTOPOro Heo6X0IUMO co3AaTh (CM. pasaen 2.1.4).

2. BeibepuTe myHKT KOMaHIHOTO MeHI0 Paitn > CoxpaHHTh 11a0JI0H (CM. PucyHOK 54).

3. B oxuHe daiisioBoro MeHejpkepa BblOepUTe MAIlKy /Jiss COXpaHeHHUs I1abjioHa, yKaXKuTe

uMs ¢daina U HaxxmMuTe KHOIIKY CoXpaHHUTh.

Daitn  [lpaeka BeraBka

[ Cosgate

Cozgate no wabaony...

[ Omxpoits..
OrmkpbiTe B 0Bnake...

HegaeHWe QoK MEHTH
PabBoTa B oBnake

ol CoxpanuTe

CoxpanuTe Kak...

IKCNOPT...

Coxpanute wabnoH...

Dopmar

MHeTpyme
Ctrl=+N

Ctrl+0
Ctrl+5hift+0

]

Ctrl+5
F12

Pucynok 54 — Komannnoe menro dPaiin

2.1.3 Cozpars ¢aiin u3 mabioHa

s co3pmanus  daiyla M3 MOATOTOBJIEHHOTO IIa0JIoHa BOCIONIB3YHTeCh OJHUM U3

CJIeJTYIONIHX CIIOCOOOB:

—  JIBaXIbI 1IeJIKHUTE 110 Heob6XxoAUMoMy 11abiIoHy B ¢aliJIoOBOM MeHeJKepe.
— Boibepute nyHkT koMaHgHOTO MeHIO Paiin > Co3naTh mo maodaony (cM. PucyHok 54).

B oTkpriBiieMcs okHe $HaiisioBOro MeHekepa BbibepuTe 111a0JI0H, Ha OCHOBE KOTOPOTO

TpebyeTcs co3arh ¢aiii, U HAXKMUTe KHOTIKY OTKPBITh.

OTkpoeTcst HOBBIM JOKYMeHT, TOTOBBIY K PeJJakTUPOBAHHUIO.
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2.1.4 OTkpeITH daiin

YToOBI OTKPHITH GaiI, BOCIIOIB3YHTECh OHUM U3 CIIeAYIOIMMUX CIIOCODOOB:

—  JIBaXnbl 1elIKHUTe 110 daTy JIeBOM KHOMKOW MBbIIIIH.

— Orkpotite npunoxenue «MoitOduc Tekct». 3aTeM BBIIOIHUTE ClIeyIOIUe TeUCTBUS:

— Buibepute nyHKT KoMaHaHOro MeHio Paitn > OTKpeITH (CM. PrucyHok 54) wiu
HakmuTe codetanue knapui Ctrl+0O / $£Cmd+0O.

— B okne ¢aitnoBoro MeHemxkepa BbibepuTe TpeOyeMbld (ailyi 1 HaXKMHUTE KHOIIKY
OTKpBITS.

Ecmm B HacTosmui MOMEHT JIOKYMEHT OTKPBIT JPYTHMM II0JIb30BarejieM, TO IIPOCMOTP U
pelakTMpOBaHMe [ITaHHOTO JIOKYMeHTa HeAoCTynHbl. Ha 5KpaH BBIBOOWTCS COOOIIeHMe,
TpeJICTaBIeHHOe Ha PUCYHKe D).

3aKpoiTe IOKYMEHT U JIOXKIUTeCh OKOHYAHUS PabOThI IPYTOTo MOJIb30BaTesl UK CO31auTe
KOIIMIO IAHHOTO JIOKYMEHTa.

YTOOBI 3aKPBITh JOKYMEHT, HAKMHUTE KHOIIKY 3aKPHITh.

YT06BI CO3/1aTh KOIUIO IOKYyMeHTa, HAXXMUTe KHOIIKY OTKPBHITH KOIHIO.

OTkpbITe. . et

o [lOKyMEHT yKe UCMoJib3yerca

APYTUM NONb30BaTENEM. OTKpthb
KOMWH 3TOTO A0KYMEHTa, YTOObI
NnpocMaTpyiBaTbh W PelakTUpPOoBaTb
ero co,uepx:nmoe?

OTKpBITE KONWHD 3aKpbITE

Pucynok 55 — /lnanorosoe oKHO
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2.1.5 OTKpPHITH HeTaBHUE JOKYMEHTBI

B mpunoxenun «MoiiOduc TekcT» coxpaHsSeTcsi CHHCOK JIOKYMEHTOB, C KOTOpPBIMH
1oJib30BaTelb paboran B mocienHee BpeMsi. CIIMCOK HelaBHUX JIOKYMEHTOB COJIEPXKUT Kak
JIOKa/IbHBIe Gaiiyibl, TaK ¥ Gaiybl, KOTOpble OTKPBhIBAIIMCh U3 001aYHOro XpaHwmiia (cM. pasnen 2.12).

HOCJ’[G}IHI/IE OTMEYeHHLI B CIIMCKe 00JIaKOM.

CDYHKLII/II/I pa6OTbI B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHoi yactu «MoOduc ITpodeccronanvubiiny / «MortOduc YactHoe Ob1ako».

Yro6bl OTKpBHITH Gaia K3 CIKCKA, BblOepUTe NYHKT KOMaHJHOro MeHioo Pain >
HenaBuue nokymentsl (cM. PucyHok 56). B orobpasuBiiiemcsi mofiMeHI0 BbiOeprTe Tpebyemblii
aiin.

Ecnu crivcok HeflaBHUX GalyIOB MOTEPSUT aKTyallbHOCTh, yAaauTe ero. [jis aToro Beibepure

MyHKT KOMaHAHOro MeHi0 Paiin > HepaBHue qokyMeHTHI > O4YUCTUTS.

@aiin  [paska Beraeka @opmatr  WHetpymentm Bug  OBwwi goctyn  Hagcrpoid

| G Ctrl=N (O Thames v v A

Cozpate no wabaony...

[=  Omkpoith... Ctrl+0
Jiley
OrkpbiTe B obnake... Ctrl+5hift+0
HeaaeHue gokymeHTel ¥ [} Cpastenne Gpaysepos.docx
Pabota B oBaake y [ Kakoit 6payzep enibpatb.docx
& CoxpaHute Ctrl+5 Lt

CoxpaHuTe Kak... F12

Pucynok 56 — HefjaBHHe JOKyMeHThI
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2.1.6 OTkpHITH daiiyi B APYroM NPUI0KEeHHH

Pepaktupyemelii ¢paiiin MOXHO OTKPBITh B IPYTOM IIPWIOXKEHUU HAIIPSIMYIO M3 IPUIIOXKEeHUS
«MonOduc Texct». Bribop npuioxxeHnus it JanbHelIel paboThl OCYLIECTBIISIeTCS C IIOMOIIbIO

ITyHKTa KOMaHJHOro MeHI0 Paiin > OTKPHITSH B... (cM. PucyHok 57).

@aiin  [paeka Beraeka @opwmatr  MHctpyments Bug  OBwmi goctyn

[ Cosgate Ctrl+N O Thames v

Cozgate no wabnoHy...

K Y aB F
[= Otkpwitb... Ctrl+0
udi

OTkpbiTe B obaake... Ctrl+5Shift+0

OTKpBITE B... r LikreOffice Writer

HegaeHue gokyMeHTHl » Word

PaGoTa B obnake 4
&l CoxpaHuts Ctrl+5S

CoxpaHnTe Kak... F12

Pucynok 57 — Crivcok IOCTYTIHBIX TPWIOXKEHUH

CHMcoK OOCTYNHBIX IPUIOXKEHUHM CO3/1aeTCsl BPYYHYIO C IIOMOIIbIO ¢aiia KOHPUrypanuu
OpenWithList.ini (nmogpobHee cm. B pokymenTe «MonOd¢uc CranpapTHbiii. PykoBoACTBO
aZIMUHUCTPATOPay).

Komanpa OTKpBITH B... He 0TOOpaXkaeTcsl, eClii KOHPUTYPAlIMOHHBIN (aiil He COAepKUT
JIAHHBIX WM COJEP)KUT HEKOPPEKTHBIe [JaHHbIE.

ITpu BeimonHeHuy komaHAbl ®aia > OTKPBITH B... Galyl 3aKpbIBaeTCsl B NPHIOXKEHUU
«MoitOduc TekcT» U OTKpbIBaeTCs B yKa3aHHOM IpUIOXKeHUH. Eciii Ha MOMeHT 3akpbiTus daiina
B HEM OCTaJlMCh HeCOXpaHeHHble Hu3MeHeHUs, npuioxeHue «MoiOduc Tekcr» mnpemnaraer

COXPAHUTD UX.
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2.1.7 Coxpanurs ¢aiin

2.1.7.1 CoxpaHuTh Kak

CTpesKy

YroObl COXpaHUTb HOBBIM (ailyl WIKM CO3/1aTh KOIMIO TeKyllero ¢aia, BBIIIOJIHUATE
Ha

BrinosiHuTe KOMaHly COXpaHeHHs OIHUM U3 CIIelyIOIIMX CIIOCOOO0B:
Bribepute nnyHKT koMaH/iHOrO MeHio Paii1 > CoxpaHuTh Kak (cM. PucyHok 57).
HaXXMUTe

CJleyrolye qerCTBUL:
1.
— Ha nanenm wuHCTpymMeHTOB, B pasfene Pain
ClipaBa OT KHOIIKH (CoxpanuTh) M B BBINAJAONIEM CIIMCKe BbiOepuTe

koMaHy CoxpanuTth kak (cM. PrucyHok 58).

— Haxmure winaBumy F12 npu pabore B OC Windows, coueTaHue KJIaBMII
Ctrl+Shift+S mpu pabote B OC Linux.

2. B oxnHe CoxpaHuThb Kak BblOepuTe MaNKy JUIsl COXPaHeHHUs, YKaKUTe UMs U TUI

¢aiina/konuu Paitsia U HaxkMuTe KHONKY COXpaHUTh.

[Tpu cozmanuu konuy pabouyrM AOKYMEHTOM CTaHOBUTCS KONUs aiia.

O v
5

I8
= Q

CoxpaHuTe

CoxpaHnTb Kak..

Pucynok 58 — Knonka CoxpaHuth

2.1.7.2 CoxpaHuth
YtoObl n36exaTh MOTEPU JIAHHBIX B CiTydae cO0eB B paboTe KOMITbIOTEPA, PeKOMEeHIyeTCs

nepnoandeckKv COXpaHATb TEKYH_[I/Iﬁ JAOKYMEHT.
,HJ'[S[ COXpPdHeHus W3MEeHEeHUN B TeKyleM JIOOKYMeHTe BBIIIOJIHWUTe OJHO M3 CJIeAYIOIIUX

IeUCTBUMH:
Bribepute nyHkT komanaHoro MeHio ®aitn > Coxpanutsh (cM. PrucyHok 57).
— Ha mnanenu wuHCcTpymMeHTOB, B pasfene Pail HaXMHUTe KHOIKY (CoxpaHuTts)

(cm. PucyHnok 58).
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— Ha manenmu wuHCTpyMeHTOB, B pa3fene dPail HaXXMUTe Ha CTPEJKYy CIpaBa OT
KHOIIKU (CoxpanuThb) ¥ B BBINQ[IAI0IIEeM CIHMCKe BbiOepuTe koMaHAy CoxpaHUTH
(cm. Pucynok 58).

— Haxwmure coueranue kimasum Ctrl+S / 8Cmd+S.

2.1.7.3 ABTOoCOXpaHeHHe H BOCCTAaHOBJIeHHE JOKyMeHTa

ABTOCOXpaHeHHe JIOKYMeHTa OCYIIeCTBIISIeTCSl KaXK[Ible D MHHYT II0CJIe ero OJHOKPAaTHOI'O
COXpaHEeHUsl BPyYHYIO.

[Tpu aBapuiiHOM 3aBepIlleHUH paboThI U MOCIeAYIONeM OTKPBITUU JOKYMeHTa IIPUIOo)KeHre
aBTOMAaTUYeCKM BOCCTAHABJIMBAeT JaHHbIe, KOTOpble COAepXallCh B JJOKyMeHTe Ha MOMEHT ero
MIOCJIeJIHer0 aBTOCOXPAaHeHUs!.

BoccraHoBeHHbIN TOKyMeHT He0O6X0IMMO COXpaHUTh BPYy4HYyI0. [lJis 3TOro:!

1. Haxwmurte kHorniky OK B AnasioroBoM okHe, Ipe/iCTaBJIeHHOM Ha pucyHKe 59.

BoccraHoeneHne >'<

o 3TOT AOKYMEHT Bbin
aBTOMaTW4eCcku BOCCTAHOB/EH.
Moxkanyiicta, He 3abyabTe
COXpaHuTb ero.

Pucynok 59 — /luanoroBoe okHO

2. COXpaHI/ITe BOCCTAaHOBJIEHHBIN AOKYMEHT C IIOMOHOIbIO KOMdH/IbI Coxpa}me KaK

(cm. pasgen 2.1.7.1).
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2.1.8 OrnpaBurs ¢aiii o moyre

[Ipu paboTe B NMpUIOXKEHHWW PeIaKTHPYeMbIH ¢ail MOXXHO OTIPABUTh IO 3JIEKTPOHHOMU
noure. Pail OTHPABIISIETCSI C TOMOIBIO TOYTOBOTO KjMeHTa, ykazaHHoro B OC B kauecTBe
MIPOTpaMMBI 110 YMOJTYaHUIO.

YT06b1 OTIIPAaBUTH AT 110 3JIEKTPOHHOM MOYTe, BBITIOJTHUTE CIIeyIOIIne IeUCTBUS:

1. Boibepute myHKT KOMaHgHOro MeHi0 OOmuii mocryn > OTHOpaBHUTH IO IIOYTE

(cm. Pucynok 60).

OBwmi gocyn  HagcTpoiku

HactpouTe goctyn

OTnpaenTe No NoYTE...

Pucynok 60 — KomangHoe Mento O0miuii Joctyn

2. B okHe co3pmaHMs HOBOT'O COOOIIeHN:
— BBeJUTe aJipec MoJTydaTeris;
—  Ipy He0OXOJUMOCTU U3MEHUTE TeMY COODIIeHHS;
—  BBeUTe TeKCT COODIIeHHUS.

3. OrtnpaBbTe coobIIeHNE.
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2.1.9 OxcnoprupoBars ¢aiin

B npuwiioxxeHnn npenycMOTpeH 3KCIOpT daiiiia B ciieiytolire GopMarhl:
— PDF;

— PDF/A-1;

- TXT;

— RTF.

Yrobs! sxcnoprupoBarh ¢ain B ¢popmare PDF wnmu PDE/A-1, BbImonHuTe crepyoiyie
JeCTBUS:
1. BrInmonHWTe KOMaHAY 3KCIOPTa OOHUM U3 CIIeAYIOIIUX CIIOCODO0B:

— Broibepute nyHKT KoMaHAHOTO MeHIo Paii > JkcnopT (cM. PucyHok ).

@ailn  [paeska Beraeka @opmatr  MHoTpyme
[4 Cozgate Ctrl+N

CoszaaTe no wabnoHy...

[ Omepoite... Ctrl+0
OTkpwiTe B oBnake... Ctrl=5Shift+0
HegaesHwe gokymeHTH 4
PaGoTa 6 obnake »

o Coxpanute Ctrl+S
CoxpaHWTe Kak... F12
SKCNOopT...

CoxpaHwTe wabnoH...

dapate naponb...

MNapameTpol cTpaHWLE Ctrl+5hift+P
= Meuats... Ctrl+P
JakpeiTe

Pucynok 79 — Komannnoe mMenio Paiin
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— Ha maHenmu WHCTpyMeHTOB, B pasfeie Pailyi HaXMHUTe HA CTPEJIKYy CIIpaBa
or KkHonkM (= (BBICTpass medaTh) ¥ B BHIIAJaAIONIeM CIMCKe BhIOepuUTe

koMaHny Jkcnopt B PDF (cMm. PucyHok 61).

Daiin  lNpaeka Beraeka Qopmar  MHc
v X B BRvA
By 9 c Q

g] EricTpan neuats
[MeyaTb...

Skcnopt 8 PDF

MapameTpel cTRaHWLE

Pucynok 61 — Komanna 9xcopt B PDF

2. B okne ¢aiinoBoro MeHepkepa BbibepuTe Mariky [jisl 3KCIOPTa, YKaXXuTe UMs U GpopmaT

¢daiina u HaxmuTe KHOIIKY COXpaHHUTh.

Ytober skcnoptupoBath ¢ain B ¢dopmate TXT wmmu RTF, BbemonHuTe crepyomue

IeUCTBUSA:
1. Bribepute myHKT KOMaHJHOTO MeHI0 Paiin > Dkcnopt (cM. PucyHoxk ).

2. B oxne ¢ainioBoro MeHepkepa BeloeprTe Marky AJisl SKCIOPTa, YKaXUTe UMs U popmar

daiina 1 HaxkmuTe KHONIKY COXpaHUTb.
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2.1.10 3ammuTa mapoJsem

JloKyMeHT, K KOTOpOMY TpeOyeTcsi OTPaHUYUTh JOCTYI TO0JIb30BaTeslel, MOXKHO 3al[UTUTD

IapoJieM. Haponb 3allpallinBa€TCAd ITPU OTKPBITUH NOKYMEHTd.

B HaCTO411lee BpeMa HEfICTBYIOT dlenyroigye OorpaHu4eHuns:

— 1pu 3kcriopTte nokymeHTa B PDF (cm. pasmen 2.1.9) maposb He coXpaHseTcs;

— B obmake (cm. pasmen 2.12) He mopajepxuBaeTcss paboTa C JOKyMeHTaMH,
3alUIIIeHHBIMU [TapOJIeM;

— He mojjiepkvBaeTcs pabora ¢ daimamu ¢ TunoMm mudpoBanus RC4 wim XOR,
CO3/IaHHBIMHU B CTOPOHHUX PeIaKTOpaXx.

Ecmm AOKYMEHT 3alllillieH IIdpojieM B CTOPOHHeM IIPpUIIOXEeHWUH, TO pa60Ta C HHUM
OCylIeCTBJIAeTCd aHAJIOTUYHO pa60Te C AOKYMEHTOM, 3dlIUIIeHHbIM IIdpoJiIeM B IIpUJIOXKeHUH

«MonOduc Texcry.

2.1.10.1 YcranoBuTH NIapoib

YTo0Bl yCTAaHOBUTH MAPOJIb HA OTKPBITHE JOKYMEHTA, BBHIIIOJIHUTe ClleyIoIIye AefCTBUS:
1. OrtkpoiiTe OKyMeHT, AJi1 KOTOPOro He0OXO/IUMO YCTaHOBUTH 11apOJIb.

2. BrpibepuTe MyHKT KOMaHJHOTO MeHI0 Paiin > 3agaTh mapoJsb (cM. PucyHok 62).

®aiin  [Npaeka Beraeka @opmat  MHotpyme

[ Cosgate Ctrl=M

CozaaTe no wabnony...

[= Omepoite... Ctrl+0
OTkpwiTe B 0Bnake... Ctrl=5hift+0
HegaeHme qokyMeHTsl L4
PabBoTa & obnake r

ol CoxpanwTe Ctrl+5
CoxpaHnTe Kak... F12
IKCNOPT...

Coxpanute wabnoH..,

3aaate naponb..

Pucynok 62 — Komangxoe mento ®Paiin
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3. B okne 3agaTth maposb (cM. PucyHok 63) BBeguTe maposib K IOKYMEHTY U TIOJITBepIuTe
ero.

B neax Oe30macHOCTH BBOJVMBbIM IMapoJib 0To6pa>KaeTc51 B BHJI€ MdPKEpOB.

Iliis oToOpaskeHrs CUMBOJIOB 11ApOJis HAKMUTE KHOIKY 52 B COOTBETCTBYIOIIEM
1oJie BBOAA.

4. Haxwmure xkHonky OK.

3apate napone

)

JobaeneHHbIA napons noTpebyeTca

BEOAMTE NPKW KaXA0M OTKPBITUM daiina,

aob

I

MoaTeEep#AEHWE NAPoAA

0] MoTepAHHBA Napoab He MoXeT BuTh
BoCcTaHoBAEH. [lapoab YyBCTEBUTENEH K
PETHCTRY CHMBOAOE.

OTmeHa

Pucynok 63 — OxnHo 3apaTh napoJib

[locne 3aBepiieHMsi IPOBepKU

COBIIa1eHu s BBeJleHHbIX JaHHBIX OTO6p83HTC$I

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT JJId ITOATBEPXIAeHUs M3MeHeHUH.

VY cTaHOBIIeHHBIN IapoJib 6y,[[8T 3dllpalliIMBATbCA IIPUWIOXKEHHWeM IIpU KaXJIOM ITOBTOPHOM
OTKPBLITHH NOKYMEHTA.
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2.1.10.2 3mMeHHTH NApPOJIH

YT0oO6BI MI3MEHUTH MAPOJIb HAa OTKPBITHE JOKYMEHTA, BHIIIOJIHUTE CIIeAyIole IeHCTBUS:
1. OrtkpoiTe JOKYMeHT, [l KOTOPOro TpebyeTcss U3MeHUTh MapoJlb.

2. Bribepute myHKT KOMaHIHOTO MeHi0 ®aiin > Ynpasaenue nmaposeM (cM. PrucyHok 64).

Daiin  lpaeka Bcraeka @opmar  MHcrpyme

[l Coszpate Ctrl+N

Cozgate no wabnoHy...

[=  Otepwits.. Ctrl+O
OTkpriTe & obaake.. Ctrl+Shift+0
HegaeHue gokyMeHTH 4
PaGota B obnake 4

B CoxpaHwute Ctrl+5
CoXpaHWTb Kak... F12
SKCMOPT...

CoxpaHuTb WwabaoH...

Y¥npaenenwe naponem

Pucynok 64 — Komannnoe menro dPaiin

3. B oxHe YnpasieHue mapoJieM Ha)kmuTe KHOIIKY IsMeHuTH mapossb (cMm. PucyHok 65).

¥npaenenne naponem *

]

3TOT AOKYMEHT 3allKLLLeH naponen. Bel
MOMETE MAMEHWTL NAPob WKW YAAAWTE

2aLLITY.

Yaanute naponb

MameHuTs na PonE

3akpeiTh

Pucynok 65 — OxHo YnpaBiieHue napoJiemM
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4. B oxne A3amenuTs mapousb (cM. PucyHok 66) BBeMTe TEKYIIHI apoJib, HOBBIM MApOjlh

W IIOATBEPXIeHre HOBOI'O I1apOJId.

B nensx 6e3omacHOCTA BBOAMMBINM Mapojib OTOOpaXkaeTcsli B BUE MapKepoB.
Iy oTobpaskeHrs CUMBOJIOB T1ApOJisi HAKMUTE KHOIKY 52 B COOTBETCTBYIOIIEM

1oJie BBOJa.

5. Haxwmure kHomky I'oToBo.

MzmeHnTe naponk ot
M
Napon:
I
HoBwW Napoib
2]
[oATEEPHLEHWE HOBOTD NaRoAA
o]
Hazan [oToB

Pucynok 66 — Okno A3mMeHnTH NapoIb

ITocne 3dBepIlIeHHnsa IMpOBEepKH COBIIalIeHH4Ad BBeJJeHHBbIX JAaHHBIX OTO6paBI/ITC$I

COOTBeTCTBYMOIIIee yBefioMmyieHHe. COXpaHUTe IOKYMEHT JIJIsl O TBEPK/IeHs] U3MEeHeHUM.
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2.1.10.3 Yaganuts napojsb

YToOb! yJIanUTh apojib HA OTKPBITHE IOKYMEHTa, BBIIIOJIHUTE ClleyIoliye JeCTBUS:

1. OrtkpoiiTe IOKyMeHT, B KOTOPOM TpeOyeTcs yAajauTh 1apoJib.

2. Bribepute myHKT kKOMaHIHOTO MeHi0 ®aiin > YnpasaeHnue nmaposeM (cM. PrucyHok 64).
3. B okHe YmpaBiieHHe mapoJieM HOKMUTe KHOTIKY Y AQJIMTh MapoJyb (cM. PucyHok 65).
4. B okHe Ymanuth mapoab (cM. PucyHok 67) BBequTe TeKyIIHN IMApOJb U HAXKMHUTE

kHoIKy I'oToBoO.

¥aanuTe napone *

BeegwTe Nnaponkb, YTobbl CHATE 3ALLWTY

AOEYMEHTA.

(D y,!l,ﬂ."l EHWE NaponA No3s0nnT pﬂﬁDTﬂTb C
AOKYMEHTOM BCEM, KTO MMEET JOCTYN K

HENMY.

Hazag oTO

Pucynok 67 — OxkHo Y ganuTh napoJsb
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2.1.10.4 OTKpPHITH JOKYMEHT C IapoJieM

[Ipy OTKpBITMHM AOKyMeHTa, KOTOPBIM 3alllIlleH MMapoJyieM, Ha dKpaHe O0TOOpaXkaeTcsi OKHO,
NpejiCTaBJieHHOe Ha pUCyHKe 68. BBeauTe B gaHHOM OKHe mapojib U Haxmure KHOnky OK
JUUIS1 IOJITBEP>KIeHUSL.

Ecnmm maponb KOppeKkTHBIN, JOKYMEeHT OTKpoeTcst B mpuioxkeHud « MoiOduc Tekcty.

Ecmm  maponb  HeKoppekTHBIM, oToOpasutcs coobimieHue: «HeBepHBI — mapomb.
HaxxmuTe KHOMNKY ¢7, 4TOOBI OTOOPAa3WTh CUMBOJIbI TAPOJii Y BBISIBUTH MPUYUHY OIIMOKH.
3aTreM BBeJuTe MapOJib MOBTOPHO.

KomyngecTBO IONBITOK BBO/ld I1apOJid HE OI'PAHHUYEHO.

JokyMeHT 3aLUMLLEH N3P OAEM *

M

I

OTmeHa

Pucynok 68 — OxHo JloKyMeHT 3aniuiieH napoJiemM
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2.1.11 PacnieyaTaTthb JOKyMeHT

2.1.11.1 Be3 Bxoa B IpuI0:KeHHe

[Ipu pabore B OC Windows MOXHO pacredaraTb JOKYMEHT/TPYIIy JOKYMEHTOB 0e3 HX
MpeIBaPUTEILHOTO OTKPBITHS B TpriioxkeHur «MonOdwuc Tekcry.

J1J1s1 3TOTO BBIMIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. Brimenure TpeOyeMblii JOKyMEHT/TPYIIIY JOKYMEHTOB B IpoBogHuKe Windows.

2. OTKpOHTe KOHTeKCTHOe MeHIO IIeJTYKOM [IPaBOY KHOIKHU MBIIIN U BBIIIOJIHUTE KOMaHy

ITeuaTn.

[leyaTh ocylilecTBiIsIeTCSI Ha MOCJIeJJTHEM MCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Texct» n «MorOduc Tabmuna» npuHTepe. Eciu npuHTep paHee He BbIOMpaicsi B 3THUX
MIPWIOXKEHHUsX, TO IedaTh OCYIIeCTBJIsseTcs Ha mpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYaHHUIO.

B niporiecce nedaty BO3MOXXHO OTOOpaXkeHUe CIIeAYIOIMUX JUaIOrOBbIX OKOH:

— JUIi MHOTOCTPAHMYHOI'O JIOKYMEHTa WM TPYIIbl JOKYMEHTOB — OKHO IOATOTOBKU

IOKYMEHTOB K TIe4aTy;
— ISl JOKYMeHTa, 3alllMIIleHHOro rapoiieM (cM. pasgen 2.1.10), — okHo BBoJA 1apoiis;

—  OIIOBelIeHUs O IMOBPeXeHHbIX (aiiax U ¢aiax ¢ Hello/lepXXUBaeMbIMU (pOpMaTaMH.

2.1.11.2 Bo Bpems paGoThI B IPUIOKEHUH

2.1.11.2.1 Br16op obnacTu nevyaTu

J171s1 medaTti MOXHO BBIOpATh:
— ¢parMeHT IOKyMeHTa,

— BeCb IOKYMEHT WJIK ero oTAejibHble CTPaHUIIbI.

YT1o6b! pacnieyaTaTh ¢pparMeHT JOKYMeHTa, BBIIIOJHUTE CIle/lyIoIye IeHCTBUS:
1. Boigenurte TpeOyembiii pparmMeHT.
2. lllenkHuTe TO HeMy NPaBOM KHOIKOW MBIIIM U BBIIOJHUTE KOMaHAY KOHTEKCTHOI'O

MeHio IleyaTh BBITeIeHHOMH 00J1aCTH.
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YtoObl pacrieyaTaTh JOKYMEHT/CTPAHMIIbI JOKYMEHTa, BBIMOJIHUTE OJIHO M3 CJIeAYIOIINX
IeUCTBUM:

— Broibepute nyHkT koMaHaHOrO MeHto ®aiia > IleuaTts (cM. PrucyHok 69).

®aitn  [lpaska Beraska Qopmar  MHeoTpywmel

[ Cosgate Ctrl+MN

Cozgate no wabnoxy...

[ Otepwte.. Ctrl+0
OtkpbiTe & obnake.. Ctrl+Shift+0
HegaeHne gokymeHTH L4
PaboTa 5 obaake L

B Coxpanute Ctrl+5
CoxpaHnTb Kak.. F12
ZKCMOPT...

CoxpaHnTe wabaoH...
¥npaenenne naponem
MapameTpbl cTpaHWLb Ctrl+Shift+P

= [euats... Ctrl+P
Pucynok 69 — KomannHoe menio Paiin

— Ha mnanenu wuHCTpyMeHTOB, B pazfene Paiiyi HaXXMUTE HAa CTPEJIKY CIipaBa OT
KHOIIKU (— (bbicTpast meyaTh) U B BhIIAJAIONEM CIMCKe BbiOepuTe koMaHy IleyaTts

(cMm. PucyHok ).

Mpaeka Beraska Qopmar

E] BoicTpan nevats
[Meyathb...

N

ZkcnopT e POF

MapameTpel CTRAHULE

Pucynok 89 — Komanpa Ileuats
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Haxxmute coueranue kinasum Ctrl+P / 2Cmd+P.

OTKpoeTCH OKHO HaCTPOﬁKa nmedyaTu, B KOTOPOM MOXHO IIOCMOTpPeTb, KdK 6y,HET

BBITVIAOETb JOKYMEHT Ha 6YMaI‘ €, d TaK)XXe YKa34aTb HaCTpOfIKH 1me4yaTu.

2.1.11.2.2 IleyaTh ¢ npeABapUTeIbLHBIMH HACTPOMKAMH

Oxno Hacrpoiika medatu (cM. PucyHnok 70) coiepxurt:

006J1aCTh PeIPOCMOTPA JIOKYMEHTa,

— o0bJacTb HaCTPOEeK IeYaTy.

O0J1acTh HACTPOEK NeYaTH

O6nacTh npeanpocMoTpa
|

|5 Hacrpoiika neuatn l l

MpuHTep: FAnAOdane
Microsoft Print to PDF ~ 13,44 Pasen «Afisams
Pasarn Afosam comepsiT coemmmume knome (o, Facymsos 4600;
CEONCTEA NpUHTERA..,
Meuatsb B OTTEHKaX ceporo EvIEE A T
Prcyniog 41 - Pasaen Ay
Konuu:
1= (MapkupeRasnkil  cmices) CRPSETE  RESENNEE SPATMEET  TeRCTR
) - - BORMAR  MEpKHpORESECCT OO © 0 RWGpEHHWM THIOS
13173
1 R KomnnexktoBare 123123.. (v, PHeynng &1 0 e 4 313)

OBAACTE NEYATI: Jnanazo: |:_L EE=ZF | saes | AaGEB
||:|j Becb gokymeHT ¥ | | Bce cTpaH.. ¥ . - D o
Hanpumep: 1-3, 37 = .

Pucynnk 41 - Mapseposnnain omcox

JBycTOPOHHAR NEYaTh:

Brikn,

Bnwcate  + 46 w319 >
MevyaTk OTMeHa

Pucynok 70 — Okxo Hacrpoiika neyatu

AR
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B o6macTy ipeimpocMoTpa CoiepKaTcs CeyroIIre KHOTKUY:

— - u - YMEHI:IHI/ITI)/ YBEJIMINUTD MacIiTab CTpaHHUIIBL B obnactu IpearpocmMoTpa;

— BmnmcaThb — BiiMcaTh CTPaHMITY B 00/IaCTh MPeIIPOCMOTPA;

- v [ — nepeiiTu k crenyromel/npeapiyiel CTpaHuIle JOKyMeHTa.

Maciirtab, ycTaHOB/IEHHBIM B OOJIAaCTH MPeIpOCMOTpa, He BJMseT Ha TPAHUIIbI IeYaTH.

HHcTpymMeHTHl M3MeHeHHUsl MaciliTaba MpefiHa3HaueHbl TOJIbKO ISl JIeTaJIbHOTO MPOCMOTpa

COIep>KUMOI'0 NOKyMeHTa.

B obnactu HACTPOeK I1e4YaTh MOXXHO YKd3dTb IIdpaMeTphl, IIepedrCiIeHHble B Ta6nHue 1.

Ta6ummma 1 — ITapameTps! neyatu

ITIapamerp

Hasznauenne

[IpunTep

[IpunTep my1st MeYaTH JOKYMEHTa.

CroiicTBa mpuHTEpPA

Kuomnka noctymHa Tonmbko B OC Windows. [Ipy HaXkaTvy OTKPBIBAETCS OKHO
CBOWCTB mpuHTEpa. By 1 cocTaB mapaMeTpoB OKHA 3aBUCHUT OT MOJIENIN
MIPUHTEPa, BLIOPAHHOTO B IOJIe BHIIIE.

[TapameTpsbl, yKa3aHHbIe B OKHe CBOMCTB IIPUHTepa, aBTOMAaTHYeCK!
[IepeHOoCsTCs B COOTBeTCTBYIoNMe 1oist okHa HacTpoiika meuaru.
[TapameTpsl, KOTOPbIe He MO IeP>KUBAIOTCSI IPUHTEPOM, HEJIOCTYIIHbI B OKHE
Hacrpoiika meuartn.

[leyaTh B OTTEHKAX CEPOTO

[ledats 1IBETHOTO TEKCTa ¥ M300pakeHME, KOTOPBIe COJEPXKaTCs B
IIOKYMeHTe, B OTTeHKax Ceporo I[BeTa.

Komnuu

Yucrio rmevyaTaeMbIx JK3eMIUIAPOB JOKyMeHTd.

KomiuiextoBath /
He xommiexToBaTh

IToste HOOCTYIIHO, eCJik KOJIMYeCTBO I1e4daTdeMbIX 3K3eMIUIAPOB ITPpeBhIIIdeT 1.
OnpenenﬂeT TMOPANOOK I'PYIIIMPOBKHU CTPAHUIL BO BpeM4 Ie4aTu:

— KommiekToBaTth — rpynnuposarts 1o konusm (1,2,3 1,2,3 1,2,3);

— He xoMIuiekTOBaTh — rpynnupoBaTth 1o Homepam crpanurn (1,1,1 2,2,2
3,3,3).

O06macTp nevaTtu

Ob6nacTb reyaTy JOKyMeHTa:
— Bech TOKyMeHT — 11e4aTh BCEro JIOKyMeHTa.

— Texkymas crpanuma — neyaTh CTPaHUIIBI JOKYMeHTa, KOTopast
oToOpakaeTcs Ha 3KpaHe B HACTOSIIIAN MOMEHT.

— BeipeneHHbIl PparMeHT — IYHKT IOCTYTIEH, €CJIM B TeKyIeM
JIOKyMeHTe BbIOpaH ¢parMeHT TeKCTa.

— CrTpaHune! — eyaTh YKa3aHHBIX CTpaHUIl. TpebyemMble HOMepa W/WIH
JMara3oHbl CTPAaHUIL [IepeyurCIIsSIOTCS B 10JIe HupKe. MoryT ObITh YKa3aHbl
KakK:

e Homepa otnenpHabIX cTpanuil. Hanpumep: 5, 10, 12.
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ITapameTtp Hasznayenue

e JluamaszoHsl cTpaHuI] — Yepe3 feduc. Hanpumep: 1-8, 10-11.

e CrpaHMIIbI C HaYaJa IOKyMeHTa JI0 YKa3aHHOHM — B popmare -<No>.
Hampumep, ecu B mosie BBeJleHO 3HaUeHUe -3, TO paclieyaTaloTCs
cTpaHuIls 1-3.

o CTpaHMIIBI C YKAa3aHHOM JI0 KOHIIA JOKYMeHTa — B popmare <Ne>-,
Hampumep, ecu B mosie BBeJleHO 3Ha4eHUe 3-, U JOKYMeHT COCTOUT U3
6 cTpaHuIl, TO pacneyaTaloTCs CTPAHUIIbI 3-6.

Bri6op nuanasona crpanuil st edaty. [lomne goctynHo, eciu B 1oje
Ob6nacts neyaty BeIOpaH Bech nokymeHnT. Colep>KUT IMyHKTHI:

— Bce cTpaHunBI — 1evaTh BCeX CTPAHUI] IOKYMEeHTa.

— Heuernrple crpannibl, YeTHble CTPaHUIBI — ITYHKTHI [TPeIHA3HAYEHbI
ISl IBYCTOPOHHe! evaTy IOKyMeHTa BpY4YHYIO Ha pUHTepe, KOTOPBIH
He TIO//IeP’KUBAeT 3TOT TUI IeYaTH B aBTOMAaTHYeCcKoM pexume. Jiis
MeYaTy CHavala Hy>KHO BHIOpaTh HeYeTHbIe CTPAHUITEI, 3aTEM
IepeBepHYThb CTOIKY JIMCTOB 0OpaTHOM CTOPOHOM U BBIOpATh I1evYaTh
YEeTHBIX CTPAHUII.

Jlvamaszon

JIByCTOpOHHSIS TTevaTh:
— BBIKJI. — OJHOCTOPOHHSIS TIeYaTh;

JIBYCTOPOHHSISL [I€9aTh — Ilepenier no AIMHHOMY Kparo — JBYCTOPOHHSIS [1e4aTh, CTPAHUIIBI
[IepeBOpPaYMBalOTCsl OTHOCUTEJIBHO JUIMHHOIO Kpas;

— Ilepemier mo KOPOTKOMY Kpalo — IBYCTOPOHHSIS IIe4aTh, CTPAHUIIBI
MepeBOpPavMBalOTCsl OTHOCHUTEILHO KOPOTKOI'O Kpasl.

YTo6b! pacrieyatarh JOKYMEHT C YKa3aHHbIMHU IlapaMeTpaMy, HaXkMUTe KHONIKY IledaTs.

YTOOBI 3aKpBITh OKHO, He paciiedaTbiBasi JOKYMEeHT, HAKMHUTe KHONKY OTMeHa.

2.1.11.2.3 BeicTpas neyartnb

JIOKyMeHT MO>XKHO pacriedaTaTh B OJJHO JieliCTBHe, 6e3 BbI30Ba OKHA HACTPOMKY I1e4aTy.

Jly1s GBICTpOY ITeYaTy UCIIOJIb3YIOTCS:

— Hacrpoiiky nevary o ymoa4aHuIo.

— IlocnepHuit MCIONb30BaHHBIN IPUHTEP. ECIM HU OHO YCTPOWCTBO He MCIO0JIb30BAJIOCH,

TO BBIOMPAeTCsl IPUHTEep, YKa3aHHbIN B HACTPOWMKAX CUCTEMBI.

J11s1 6BICTpOY ITeyaTH JOKYMeHTa BBIIIOJIHUTE OJTHO U3 CeIyIOIINX AeHCTBUM:
— Ha naHenu MHCTPYMeHTOB, B pasfene ®aiin HaxmuTe KHONKY (— (BBICTpas medyaTs)

(cm. Pucynok 71).
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Ha nanenu uHCTpyMeHTOB, B pa3zeiie daii HOXKMUTEe Ha CTPeJKy CIpaBa OT KHOIIKU

} (BeicTpasi me4aTh) M B BHINANAIOIIEM CIIMCKe BHIOEpUTe KOMaHAy BhicTpas

nmevyarhb.

®aiin  [paeka Beraska Qopmar

|E;] EbicTpan nevate |

[MeyaTb...

S3rcnopt e POF

MapameTpsl cTRaHALE

Pucynok 71 — Komanga BeicTrpas neuatb
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2.1.12 3akpeITh daiin

[Tocne 3aBepmienus: paboTel ¢ daitsiom coxpaHuTe ero (cMm. paszen 2.1.7) u 3aKpoiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeTyIOIIUX CIIOCOOO0B:

— Broibepute nmyHKT koMaHAHOrO MeHI0 Paiin > 3akpsITh (cM. PucyHok 72).

Daitn  [lpaeka Beraska Popumar  MHctpyme

[ Cosgate Ctrl+M

Cozgate no wabnony...

[ Omxpoits.. Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5hift+0
HegaeHwe fokyMeHTEl L
PaBoTa B obnake ’

ol CoxpanuTe Ctrl+5
CoxpanuTe Kak... F12
IKCNOPT...

Coxpanute wabnoH...

¥npaeneHue naponem

MapameTpel CTpaHKuup Ctrl+5hift+P
=1 Meuartk... Ctrl+P
JakpuiTe

Pucynok 72 — KomangHoe mento ®Paiin

— Haxwmure KHOIIKY BaKprTb B 3arojJiOBKe OKHA IIPUJIOXKEHHUS].

— Haxmure coueranue kiasuil Alt+F4 / $Cmd+Q.
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2.2 Pabora c TekcTom

2.2.1 BBoj Tekcra

TekcT BBOAUTCS MPU MTOMOIIIU KJIaBUATyPbl B paboyeit 06J1aCcTy IJIaBHOTO OKHA. BBe/leHHbIN
TEeKCT MO>KHO B JIt0O0M MOMEHT OTpeJ]JaKTHPOBaTh, YJIaIUTh, COXPAHUTb.

[To ymomuanuto 1yist TekcTa npuMeHsieTcs: CTWib OOBIMHBIN, KOTOPBIM UMeeT Cleyloliue
rapameTpsbl:

— IMpudt: XO Thames;

— Pasmep mpudrta: 14;

— BroIpaBHMBaHMeE: 110 HIMPUHE;

— MexcrpouHblii uHTepBail: OAUHAPHBIN;

— Ortcryn nepBo¥ ctpoku: 0;

— HHurepBan 1o a63ama: 0;

— Huartepsan nocie a63ama: 0;

— Orcryn cnega: 0;

— Orcryn copasa: 0.

2.2.1.1 ABTo3ameHa neduca Ha THpe

[Ipu BBOJle TekcTa MOJIb30BaTeJIM OOBIYHO CTaBIT 3HAK jJedrca B Tex MecTax, Ijie Io
MpaBUJIaM PYCCKOTO sI3bIKa HEeOOXOJMMO CTaBUTh THpPe, Tak KaK Ha KJlaBHaType 3HAK THPe
OTCYTCTBYET.

B cBs3u ¢ 3TMM TnipriokeHre aBTOMaTHUYeCKU 3aMeHsieT 3Hak Jleduca (-) Ha cpeiHee Tupe (—), ecu B
JIOKyMeHTe TiocyiefioBaTeibHO BBOJISITCS TeKCT IIpoben nmeduc IIpoden texcr IIpoben/Enter/Tab.
Ecmm Tpebyetcst oTMEHUTH aBTO3aMeHY, BBIIIOJTHUTE OJTHO U3 CIeAYIOMINX JIeUCTBUH:

— Bribepute nyHKT koMaHHOTO MeHI0 IIpaBka > OTMenuTs (cM. PucyHok 73).

Mpaeka Bcraeka @opmar  Waotpyments  Bug 06

T OTMeHUTB Ctrl+Z
" MNoetopuTh Ctrl+¥
4 Beipesath Ctrl+X
Kenwposate Ctrl=C
|E| Becraeute Ctrl+V

Pucynok 73 — Komangnoe menio IIpaBka
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— Ha manenu unHCTpyMeHTOB, B pasgene IIpaBka HaxkmuTe KHONKY ) (OTMEHHTH)

(cM. PucyHok 74).

@ailn  [lNpaeka Beraeka @opmar  WHotpyments  Bug
i aﬂ\ ﬁ b é XO Thames
=~ |2 C & K K 4

dann Mpaeka WpudT

Pucynok 74 — Knorika OT™MeHHTH

— Haxmure coderanue kiaBui Ctrl+Z / $8Cmd+Z Ha kaBUartype.

2.2.1.2 ABTOo3aMeHa KaBBIUYCK

Ecimm TekcT BBOAUTCS HA PYCCKOM WM (PPaHITy3CKOM $I3bIKE, TO KOMITbIOTEPHbIE KaBBIYKU
("") aBTOMaTHUYECKU 3aMEeHSIIOTCSl Ha PpaHITy3CKUe KaBBIYKHU («»).
YToObl OTMEHWUTh aBTO3aMeHY JIeBOM WM MPaBOM KaBBIYKH, IIOCJIEe ee BBOJIA BBIIOJIHUTE
OIHO U3 CIeNVIOIIUX NeUCTBUM:
— Bribepute nyHkT koMaHaHOro MeHio IIpaBka > OTMeHuTs (cM. PucyHok 73).
— Ha manenu uHCTpyMeHTOB, B pasgene IIpaBka HaxkmuTe KHOMNKY ) (OTMEHHTH)
(cM. Pucynok 74).

— Haxwmwure coueranue knasui Cirl+Z / Cmd+Z Ha xnaBuartype.

2.2.2 Bydep odomena

2.2.2.1 BrIpe3aTh Wi KOIIHPOBATh TaHHbIE

[Tpu BbIpe3aHuy HaHHbIE YNAJISIOTCS M3 IOKyMeHTa U KonupylooTcs B Oydep obmena. [lpu
KOIIMPOBAHMH JJaHHbIe He U3MeHSIIOTCS B IOKyMeHTe, a B Oydep oOMeHa ImoMelaeTcsi UX KOIIHSI.

JlaHHBIE BBIpE3al0TCs ¥ KOIIUPYIOTCS C COXpaHeHHeM (popMaTUPOBaHUSL.

CkomnvpoBaHHBIe [aHHblE MOXXHO HCIIOJIb30BaTh KakK /Il BCTaBKM B IIPUJIOXKEHUU
«MoiOduc Texkcty», Tak U JyIsl BCTaBKA B JIPYIMX IPWIOXEHUSX, HalpuMep, B IPWIOXKeHHUU

«MoiiOduc Tabmuray.
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Konuposanve Tekcra u o06bekToB u3 «Google [lokyments» (Google Docs) e

MTO/1/IePKUBAETCHL.

YToOBI BbIpe3aTh JIaHHbIE, BHIIIOJIHUTE CJIeIyIollre JeHCTBHUS:
1. Beigenurte maHHbIE, KOTOPbIe HEOOXOIHUMO BHIPE3aTh.
2. BrinonHuTe KOMaHy BbIpe3aHHs OJIHUM U3 CJIeIyIOIINX CII0COOO0B:

— Bribepute nyHkT komanaHoro MeHto IIpaBka > Beipesarts (cM. PucyHok 75).

i

Mpaeka Bcraeka @opmar  MWectpymedts Bug

T OTMeHWTE Ctrl+Z
" MNoetopuTe Ctrl+Y
oo Buipesats Ctrl+X
Kenupoearte Ctrl+C
m Beraeute Ctrl+V

Pucynok 75 — KomangHoe Mento IIpaBka

— Ha nanenu mHCcTpyMeHTOB, B pa3zeiie IIpaBka HaXXMHUTe KHOIKY e (BbIipesatsn)

(cm. PucyHok 76).

Dain [paeka Beraeka Qopmar  WHorpymedts Bug

V ;{i_, Iﬁ w é X0 Thames
=v 9 C & X K 4

DPann Mpaska WpudT

Pucynoxk 76 — Knorniku Beipe3ats 1 KonupoBatsb

— IlpaBo¥i KHOTKOW MBIIIU IIEJIKHUTE 0 BbIJIEJIEHHOMY COJIEP)KUMOMY U BBITIOJIHUTE
KOMaHJTy KOHTeKCTHOTO MeHIO BrIpe3ars.

— Haxmure coueranue kiapui Ctrl+X vmu Shift+Delete npu pabote 8 OC Windows /

OC Linux.
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YT0oOBI CKOMUPOBATh JIAHHBIE, BHITIOJIHUTE CJIeIyIoIIHe IeHCTBUS:
1. Beimenurte naHHble, KOTOPble HEOOXOAUMO CKOITUPOBATh.
2. BpinosnHrTe KOMaH/y KOIMPOBAHUS OJHUM U3 CJIeAYIOLIMX CIIOCOO0B:
— Bribepute nynkT komanaHoro Mesto IlpaBka > KonmupoBats (cM. PrcyHok 75).
— Ha nanenu uncrpymenToB, B pa3zene IIpaBka HaxkmuTe kHONKY | (KonmupoBaTs)
(cm. PucyHok 76).
— IIpaBoii KHOIIKOM MBIIIU ILIEJIKHUTE 110 BBIJEJIEHHOMY COZepXXUMOMY U BBIIIOJIHUTE
KOMaH/ly KOHTeKcTHOro MeHio KonmupoBaTs.

— Haxwmure coderanue kinaBui Ctrl+C wim Ctrl+Insert nmpu pa6ote 8 OC Windows /

OC Linux.

2.2.2.2 BcTaBuTh nocjieJHUe BbIpe3aHHbIe HIH CKONMPOBaHHEIe JaHHbIe

Jl7isi BCTaBKM JOCTYIIHBI IpPeIBAPUTENIbHO CKONMMPOBAaHHbIe WM BbIpe3aHHbIe JIaHHBIE,
Haxojsirecs B 0ydepe oomMeHa. JlanHble u3 6ydepa obMeHa MOXKHO BCTAaBUTh C COXpPAaHEHUEeM WU
6e3 coxpaHeHus1 UCXOAHOI0 GOpMaTHUPOBAHUSI.

YroObl BCTAaBUTH [laHHbIE C COXPaHEHHWeM HCXOOHOro ¢OpMaTUPOBAHUS, BBIIOJIHUTE
Clleqlytoniye AeiCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTb JaHHbIe, WIN

BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMEeHUTh Ha JlaHHbIe U3 Oydepa oOMeHa.
2. BeinonHuTe KOMaHy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOO0B:
— Bribepute nyHKT koMaHgHOTO MeHO IIpaBka > BeraButh (cM. PrucyHok 75).
— Ha manenu uHCTpymMeHTOB, B pasfesne IIpaBka HaXMHTe KHOIKY B (BcraButh)
(cm. Pucynok 77).
— Ha mnanenu uHcTpyMeHTOB, B pasnesne IIpaBka HaXXMUTe Ha CTpesKy CIipaBa

OT KHOIIKH ﬁ (BcraBuTh) U B BhINIAJAIONEM CIIMCKe BbIOepuTe KOMaHy BcTraBUTB.

®aiin  [paeka Beraeka Qopmat  MHcTpymedts Bug
v Y, [ |E% & ¥O Tharmes|
= 9 C

Dain Mpaeka

ﬁ BrraBute

BcTaenTe ToNbKD TEKCT

Pucynok 77 — Knonka BcraButh
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— IllesykoM TpaBOM KHOMKUA MBI OTKPOMTE KOHTEKCTHOE MEHIO M BBITIOJIHUTE
KoMaHy BcTaBuTb.

— Haxwmurte codyeranue kiapuinn Ctrl+V v Shift+Insert mpu pabote 8 OC Windows /

OC Linux.

[Ipu BcTraBke maHHBIX 0e3 COXpaHEHHs MUCXOAHOro ¢bopMaThpoBaHus U3 Oydepa obmeHa
BCTaBJISIETCSI TOJIbKO TeKCT. Tak, mpu BCTaBke TaOIMIbI, GUTYPHI C TEKCTOM WIA TUIEPCChUIKU B
JIOKYMEHT BCTaBJIIeTCSI TOJbKO TEeKCT, KOTOPbIA cojiepkaT JaHHble O0O0bekThl. Eciu B
CKOMIMPOBAHHOM WJIM BLIPe3aHHOM ¢parMeHTe COJIepXKaTcsl M300paXkeHus, TO OHU B JOKYMEHT He
BCTaBJISIFOTCSI.

K Tekcry, KoTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCS CTUJIb TOI'O TeKCTa, B
KOTOPBbIN OH Ji00aBisieTcs (cM. pazaen 2.3.1.1).

YToObl BCTaBUTH [aHHble 0e3 HCXOAHOrO (GOPMATHPOBAHUS, BBINOJIHUTE CleIyIoIIue
JeUCTBUS:

1. VcraHnoBuTe Kypcop B TO MeCTO JIOKYMeHTa, KyJa HeoOX0JIMMO BCTaBUTh JaHHbIe, WU

BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMeHUTDb Ha JJaHHbIe U3 Oydepa obMeHa.

2. BeinonHUTe KOMaHAY BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHkT komanaHoro MeHi IIpaBka > BcTaBHUTH TOJIBKO TEKCT

(cm. PucyHok 78).

Mpaeka Bctaska @Qopmar  VHctpymedte Bug  OF

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BcTaewTe Tobko TEKCT

Pucynok 78 — Komangnoe menio IIpaBka

— Ha mnanenmu uHcTpyMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa
OT KHOIKH [[] (BcraBuTh) W B BBINQJAIONEM CIHCKe BblOepuTe KOMaHAY
BcraBuTh TONBKO TeKCT (CM. PucyHok 77).

— IlemukoM NpaBOM KHOIIKM MBIIIM BBI30BUTE KOHTEKCTHOE MEHIO M BBIIIOJIHUTE

KOMaHy BcTraBUTH TOJIBKO TEKCT.
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2.2.2.3 BcraBuTBh JaHHBIE U3 pacIIMpeHHOro 0ydepa ooMeHa

B mnpunoxennn «MounOduc Tekct» mocTyreH paciiupeHHb Oydep obmena. B Hem
OJTHOBPEMEHHO MOXXeT XPaHUThCsS 710 10 CKOMMPOBAaHHBIX WJIM BHIPE3aHHBIX CJIOTOB. Kaxkmas HoBas
3aIMCh 3aHUMaeT MeCTO CaMOT'0 CTaporo CJI0Ta B CITUCKE.

Pacmupennsiii 6ydep o6MeHa MOXHO HCIIONIb30BaTh ISl KOMUPOBAHUS M BCTABKU JAHHBIX
n3 npuioxkernst «MorOduc Tekct» B mpunoskerne « MorOduc Tabmuia» 1 HA060pOT.

JlaHHble W3 pacipeHHoro Oydepa oOMeHa BCTaBISIOTCS C COXPAaHEHHWEM MCXOIHOIO

dopmaTupoBaHuUsl.

2.2.2.3.1 BcraBuTh JaHHEIC

YToObl BCTaBUThH JIaHHbIe M3 paclIMpeHHOro Oydepa oOMeHa, BBINOJIHUTE CJIelyIOlre
JIeNCTBUSL:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/Ja HeoOXOJMMO BCTaBUTH JaHHbIE, WX
BbIJIeJIUTe TeKCT (0O0BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe 13 Oydepa oOMeHa.
2. OrtkpotiTe comep>KuMoe pacipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeYIOIIUX CIIOCOOOB:
— DBruibepute nyHkT koManHaHoro MeHio IIpaBka > BcraBuTth M3 Oydepa odOMeHa

(cm. PucyHok ).

Mpaeka Bcraeka @opmar  Wectpymedte  Bupg  OBwwi goctyn  Hagetpoikw  Cnpaeka

= OTMEHWTB Ctrl+Z vl [1a]v] A= A* = - =
i* [loeTopuTe Ctrl+Y
‘ﬂﬂB ? aon i [¥) Ig;) [¥) _I_iE [ 4—3
oo Bmpesats Ctrl+X
AG3ay

Konupoeats Ctrl+C
[y BcraeuTs Ctrl+V

BcTaBuTe ToNbKD TEKCT

BcTaguTh W3 Bydepa obmeHa k ¥ nyvomopen ay6 3engHuii;

_ 3natan Lene Ha gyGe Tom

£ KonvposaTe dopMaTMpoBaHWe Ctrl=Shift+C H me

MpymeHWTe dopMaTHpoBaHNE Ctrl+5Shift+V Wcropun Gydepa obmeqa Ctrl+Alt=Shift=+V

OureTUTE
Bmgenmts Bce Ctrl+4

Pucynok 99 — Jlannbie B pacimpeHHoM Oydepe oOMeHa

— H_IeJI‘-IKOM HpaBOIZ KHOIIKAU MBIIIIN OTKpOﬁTe KOHTeKCTHOe MeHIKO U BBbIIIOJIHUTEe
koMaHsly BecraButh u3 0ydepa oomena.

3. B OTKPBIBIIEMCS ITIOJAMEHIO BbI6epI/ITe JaHHbIe IJI1 BCTaBKH.
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st ynobcrBa paboThl cofiepskumoe Oydepa oOMeHa MOXXKHO OTKPHITh B OTJIeJIbHOM OKHe.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIOIIUX JIeHCTBUM:
— Bribepute nmynkt komanpHoro MeHio IlpaBka > BceraButh u3 Oydepa obMena >

Hcropus oydepa oomena (cm. PucyHok 79).

Mpaeka Bcraeka @opmar  Wectpymedte  Bug  OBwwi goctyn  Hagetpoikw  Cnpaeka

= OTMEHWTE Ctrl+Z vl [1a]v] A~ Af = - =
i [loeTopuTe Ctrl+Y
BT e A £ o =
o Bmpesate Crl+X
AB3al

Konupoeats Ctrl+C
[y Berasuts Ctrl=+V

BLTaewTh TONBKD TEKCT

BcTagwuTe w3 Bydepa obumeHa r ¥ nyvomopen ay6 sengHeli;

) Jnatan uens Ha gybe Tom:

£ KonuposaTe dopMaTMpoBaHWe Ctrl=Shift+C H me

MpyuMeHUTE SopMaTHpoBaHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt=Shift=+V

Ounctute
BmaennTs BCe Ctrl+4

Pucynok 79 — KomaH[ip! yripaBieHus: paciiipeHHbIM 6ydepom obMeHa

— OTkpoiiTe KOHTEKCTHOE MEHIO IIeJTYKOM IPABOW KHOIMKKA MBIIIA TI0 JIIOOOMY MecTy
IOKYMEHTa U BBIIOJTHUTe KoMaH/ly BecraBuTh 13 0ydepa odoMena > Vicropusa 0ydepa
obMeHa.

— Haxwvwure coueranme kmapui Ctrl+Alt+Shift+V / ~~Option+{Shift+Cmd+V Ha

KJIaBHATYype.

[To ymomyanuio okHO paciupeHHoro Oydepa obmena (cm. Pucynok 80) pasmerraercs
PSIIOM C BBIZIeJIeHHBIM TeKCTOM WJIM OOBeKTOM JIOKyMeHTa. UToOblI M3MEHUTh pa3MellleHHe OKHa,
nepeTalyTe ero B HeOOX0qUMYI0 4acTh JOKYMEeHTa, YIepKUBast JIeBYI0 KHOIIKY MBIIIIH.
[Tpu paborte c pacuivpeHHbIM 6ydepom obMeHa:
— TepeMellleHWe MO cjoTaM Oydepa oOMeHa OCYHIECTBISIETCS C ITOMOIIBIO KJIABHII
KJIaBUATYpHI | U T;

— BCTaBKa BbIIeJIEHHOTO cjioTa K3 Oydepa obOMeHa B yKazaHHOe MeCTO JOKyMeHTa
OCYIIECTBIISIETCS IIeTIKOM JIEBOM KHOIIKY MBIIIIY WM HaXKaTheM Ha KiiaBuiny Enter;

— TIepeMellleHHe ¢oOKyca MeXIy J[I0KyMeHTOM M OydepoM oOMeHa OCYIIeCTBIISIeTCS

knasuiieii Tab.
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YToOBI 3aKpBITb OKHO pacHiMpeHHOro Oydepa oOMeHa, HaXXMHUTe Ha KHOIIKY B ero

3dI'0JIOBKe.

ﬁ BwiBop TekcTa A0A BCTABKM

¥ nykomopen gyG 3enédoin;3natan uene Ha gyGe Tom:
1 gHéwm 1 Houbto KoT yYéHBIRBCE xoanT No Lenu K.
WMaér Hanpaso - necHe 3aBoguT,Haneso - ckasky ro..
Tam uygeca: Tam aewwil GpogwT,Pycanka Ha BETBAX ...
AC MywkwH

Mz noamm "Pycaan v Toguunaa”

Pucynoxk 80 — Pacimmpenssiii 6ygep obmeHa

2.2.2.3.2 O4ucTHTH HCTOPHIO pacIIUpeHHOro 0ydepa ooMeHa

YTOOBI OYMCTUTH HUCTOPUIO pacliMpeHHOro Oydepa oOMeHa, BBINOIHUTE ClleylOllre
JeNCTBUS:
1. OtkpouTe cojepXuMoe pacliMpeHHOTo Oydepa oOMeHAa OIHUM U3 CIIEYIONUX
CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh M3 Oydepa odomeHa
(cm. Pucynok 79).
— OTkpo¥iTe KOHTEKCTHOe MeHIO IIIeJTYKOM IIPaBOM KHOIIKK MBIIIY 110 JF060MYy MecTy
IIOKYMeHTa U BBINIOJIHATe KoMaHly BcraBuTh 13 0ydepa oomena.

2. B ortobpa3suBiieMcs oJiMeHI0 BbibepuTe KOMaHy O4YUCTUTS.

2.2.2.4 YnaiuTs JaHHbIe

YToObl yOaUTh JAaHHbBIE, BHITIOIHUTE CJIeAYIOIMe 1eHCTBUS:
1. Beimenurte naHHble, KOTOPble HEOOXOIUMO YIAIUTb.

2. Haxwmure kiaBuity Delete i Backspace Ha kiaBuarype.
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2.2.3 IIpoBepka npaBonuCcaHHs

[Tpunoxenne «MoOduc TekcT» MOXXeT aBTOMAaTUYeCKH MMPOBEPSITh TEKCThI Ha PYCCKOM U

AHTJIMKACKOM SI3bIKEe Ha HaJIM4re Op(l)OI‘ pa(l)I/I"IECKI/IX U I'paMMAaTHUYECKUX OIIHUOOK.

B Tekcre KOJIOHTHUTYJIOB ITPOBEPKd ITPABOITMCAHUSA He BBIIIOJIHAETCA.

2.2.3.1 IIpoBepka opdorpadpun

YTOOBI OTKIIIOYUTH WINA BKJIIOYUTH IIPOBEpPKy opdorpaduu, BblOepUTe ITyHKT KOMaHIHOIO
MeH1O UHCcTpyMenTHI > IIpaBonmcanue > IIpoBepka opdorpaduu (cM. PrucyHnok 81).
BxiroyeHne UM OTKIIIOYEHHe pexuma IIpOBepKA opdorpaduy IPUMEHSIeTCS TOJIBKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPbIThIe JOKYMEHTHI.

WMhetpymentsr Bug  OBwwi goctyn Hagctpoikn  Cnpaeka

Pexcnm oTobpaseHua ncnpaeneqnih ¥ |£.,_ At — — =

— W — -
MpaecnucaHue ¥+ Mposepra opdorpadun

Hactpaneaembiil cnoeaps MpoBepKa rpamMmMaTikm

Pucynok 81 — KomangHoe MeHio MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

— CnoBapb npoBepku opdorpaduy BbIOMpaeTCcsi aBTOMAaTUYeCKH 10 SI3bIKY MepBOT0 CJIOBA
B abzarte.

— KpacHoli BOJIHUCTOM JIMHUEHN TTOYepPKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BHIODAHHOM CJIOBApe;
— CJIOBa, cojiepskaiie opdorpadpruyeckrie ONMOKY.

— Ilpy BHeceHMM HU3MeHeHHWU B TeKCT JIOKyYMeHTa 3allyCKaeTCsl IIOBTOpHas IIpOBepKa

opdorpadum.
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2.2.3.1.1 Haiitu opdorpadpudeckne ommodKu

Jlnst GpICTpOrO TMOMCKa CJIOB C OpdorpadUyeCcKUMH OINTMOKAMU HCIIOIb3yHTe CouYeTaHue
wiaBuil Alt+F7 / ~Option+F7. Ilpu nepsom Haxaruu Alt+F7/ ~Option+F7 B Tekcre
BBIZIEJISIETCS TIeEPBOe HaWIeHHOe CJI0BO C opdorpadpudeckou omubKomM, MPH KaXkI0M MOCIeIyIoIeM
Ha)aTUU — CJIOBO C OLIMOKOM, Cle[lytolllee 3a Bbl/leJIeHHBIM.

[Tourck ommbOK BBHIIOIHSETCS OT TeKyllero MoJIOKeHHs Kypcopa [0 KOHIa JJokyMmeHTa. Ilo

OKOHYaHHHU JOKYMEeHTa IIOMCK CJIOB C OIITMOKaMM OCYIIIEeCTBJIAeTCAd C Ha4a/la JOKYMeHTa.

2.2.3.1.2 VicnpaButsh opdorpaduyeckue ommdOKu

Ecnmu B cioBe HaiijleHa omubOKa, HUClpaBbTe ee. [[Js1 3TOTO BBIIOJIHUTE CJeLyoliue
JeUCTBUS:
1. IlomecTuTe Kypcop MBIIIM Ha CJIOBO WM BBIEJIUTE CJIOBO, KOTOpOe IOJYepKHYTO
KPaCHOW BOJTHUCTOM JIMHUEH.
2. IllemykoM npaBoM KHOIIKU MBIIIA OTKPONTE KOHTEKCTHOEe MeHIO.
3. B KOHTEKCTHOM MeHIO BbIOepUTe IpaBUJIbHBIM BapHUaHT HAlMCAHMS [JaHHOTO CJIOBa

(cm. Pucynok 82).

Ecmu IJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BapPHAHTHI IIPABWIBHOI'O HaAIIMCaHWA, B

KOHTEKCTHOM MeHI0 0ToOpakaeTcst Haqnuch HeT mpennoxeHuii.

Awnbka
b clnbra

ownbKka
wnbra

A wwnbka

[JobBaewTe B cnoeape

MponycTuTe

[y Bctasute Ctrl+V
BCTaBMTE TOMBKD TEKCT

Bcragute w3 Bydepa obmena r
¢ BCTABMTb COBAKY...

[Z  [Oobaeute komMmeHTapWi

Pucynok 82 — IlpoBepka npaBonucaHus
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2.2.3.1.3 Ypanurs nomuepKuBaHIe CJI0OB

YToOB! M30eXXaTh MOAYEPKHUBAHMS CJIOB, PACIIO3HAHHBIX TIPUJIOXKEHHEM Kak opdorpadudecku
HeBepHble, BHECUTe JlaHHbIe CJI0BA B HACTpPaWBaeMbld CJIOBaph (CM. pasnen 2.2.3.2) wiu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YT06b1 106ABUTH CJIIOBO B CIMCOK UTHOPHUPYEMBIX, BBITIOJIHUTE CeAyIolre JeACTBUS:

1. TlomecTuTe Kypcop MBI Ha CJIOBO WIHA BbIJIEJIMTE CJIOBO, KOTOpPOE IOJ4YepPKHYTO

KpPaCHOU BOJIHUCTOM JIMHUEHN.
2. llenkHuTe MO HeMy IIPaBOM KHONKOM MBIIIA M BBINOJHUATE KOMAaHJy KOHTEKCTHOTO

MeH:o IIponycTuTsh.

IIpy BBINOJIHEHMM [aHHOM KOMaHZbl IIOJ4YepKUBaHMWe CJI0Ba KpaCHOW JIMHWeW Ipolazjaer.
Ecimu cnoBo BcTpedaeTcss B JOKYMEHTE HECKOJIBKO pa3, TO M3MeHeHHs IIPUMEHSIOTCS IS BCex
IIOBTOPEHUH C y4eTOM perucrpa. Takve U3MeHeHUs] COXPaHSIOTCS B PaMKaX OJHOW CecCHUr paboThl
C 1oKyMeHTOM. IIpy IOBTOPHOM OTKPBITHM JIOKyMeHTa CHOBA 3aIlyCKaeTcsl IpoBepka opdorpadpumu.

B ciyyae ommb049HOro NpuMeHeHusI KOMaH/bl BEDHUTECH K IIPeIbIAYIIEMY COCTOSHUIO IIPU
oMoy komMas sl IIpoBepuTs npaBonmcaHme. [[7151 3TOT0 BBIIIOJIHATE CllefyOIre JeUCTBUS:

1. IlomecTuTe KypcOp MBIIIM Ha CJIOBO WIX BbI/IEJIUTE CJIOBO IEJIUKOM.

2. lllenkHuTe MO HeMy MPaBOM KHONKOW MBIIIM U BBHIIIOJIHUTE KOMaH/Iy KOHTEKCTHOI'O

MeHio IIpoBepuTh NpaBonucaHue.

2.2.3.2 HacTpauBaeMbIii CJI0Baphb

YtoObl u30exaThb TIOJUYEepPKHMBAHHS OTHENbHBIX CJIIOB B TeKCTe (HampuMmep, UMeH
coOCTBEHHBIX, abOpeBUATYp, ClelIMaIbHBIX TEPMUHOB U T.J.), MOXKHO BHECTH MX B HAaCTPaWBaeMbIi
CJIOBaphb.

[Tepen HauasioM paboTHI CO CiloBapeM ybequTech, YTO B IPUJIOXKEHUH BKJIIOYeHA ITPOBepKa

opdorpaduu (cm. paznen 2.2.3.1).

2.2.3.2.1 JIo6aBUTH CJI0BO B CJIOBaph

B cnoBapp M0XHO 1006aB/ISITh TOJIBKO OTAeNbHBIe cjioBa. JlobaBieHue CJI0BOCOYeTaHUIN He
JIOITyCKaeTcsl.

[Ipu nobaBneHuM cjOBa B CJIOBaph YYUTHIBAETCS perucTp. Eciau ciioBo muiieTcst Kak co
CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI, peKOMeHJyeTcsi H00aBUTb B CJjioBapb o0a BapHaHTa

HaIllMCAaHUs JAHHOI'O CJIOBA.
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Yto6b! N00aBUTH CIOBO B HACTpPaWBaeMbll CJIOBAaph IPSIMO M3 TEKCTa, LIeJIKHUTe 110 HeMy
[IPaBOY KHOIIKOM MBIIIH U BBITIOJTHUTE KOMaHy KOHTEKCTHOTO MeHIO [l00aBUTH B clI0Baphb.
YtoObl [1006aBUTH HOBOE CJIOBO HENOCPeIACTBEHHO dYepe3 CaM CJIOBapb, BBINOJHUTE
CJIeyIolve IeNCTBUS:
1. Boibeputre myHKT kKoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTpamBaemslil ClI0Baphb

(cm. Pucynok 83).

MHctpymenter Bug  OBwwii goctyn Hage

Pemnm oTobpameHna McnpaeneHnd  »
Mpaeonucanne r

HacTpaweaemuiil choBaps

3MEHWTE AZBIK...

Pucynok 83 — KomangHoe MeHio MHCTPyMeHTBI

2. B oxne HacrpamBaemsiii cioBapb (cM. PucyHok 84) BBemure CJI0BO, KOTOpOe

Heo0X0ouMOo 0OaBUTh B CJIOBaph.

Haxxmure kHOIIKY vy KiaBuily Enter Ha kiiaBuartype.
4. Haxmwure xHonky I'oToBo, 4TOOBI 3aBepIIMTh peIAKTHPOBAHHE CJIOBApS U 3aKPBITh

OKHO.

i ' Hacrpaweaemelidl cnosape ot

‘ MoiiOdud X

(Mycro)

MogknouynTs loToBO

Pucynok 84 — Oxno HacrpauBaemslii ciioBapb
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2.2.3.2.2 IloaxkI09UuTH CTOPOHHHUE CJIOBapH

YToOb! paclIMpUTh 3amac CJIOB, JIOCTYIIHBIM B TEKCTOBOM pelaKTOpe, MOXHO NOAKIIOYUTH
cropoHHue cioBapu B ¢popmare DIC. [lns storo B guanoroBom okHe HacTrpauBaemsblii ciio0Baphb
HaxkmuTe KHONIKY Iloakmounts (cM. PucyHok 84). B oTkpbiBIIeMcs: okHe aiiioBoro MeHemKepa
BbIOEpUTe aitn ¢ pacmmpenreM *.dic 1 HaXMUTe KHOTIKY O TKPBITS.

1o 3aBepmiennu cosiepkuMoe aiiia 0ToOOpa3uTCsl B HACTPauBaeMoM CJIOBape.

2.2.3.2.3 YnaauTs cJ10BO U3 CJIOBaps

Panee no6aBieHHOe CJI0BO MOXXHO YAQJIUTh U3 HACTPAaUBaeMOro CJIOBapsl.
YToOBl yJaIUThL CIOBO C IIOMOIIBI0 MHCTPyMeHTOB OKHa HacTrpamBaeMmblil cl10Baphb,
BBITIOJIHUTE CJIeIyIolue IeHCTBUS:

1. Bribepure nyHKT KomaHnHoro MeHio HMHcrpymenTtsl > HacTpamBaemsblii cjioBapb
(cm. PucyHok 83).

2. B oxne HacrpamBaeMbIH C/10Bapb HaBe[UTe KypCOP MBIIIM Ha CJIOBO, KOTOpoOe
He0OXO0JIUMO y/IaJIuTh U3 CJIOBapsl, U HAXKMHUTe KHONKY YaaiauTh (cM. PucyHok 85).

3. Haxmure xHonky I'oToBo, 4TOOBI 3aBepUIMTh pefaKTHPOBaHKE CJIOBapsi M 3aKphITh

OKHO.

B | Hactpaweaemeld cnosape >

MoiOduc YaanuTh

N

MogknoynTs loToBO

Pucynok 85 — Y nanenue cioBa U3 cioBaps
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Yrob6bl ynanuTh cjioBo 0Oe3 Iepexo/ia B OKHO HACTPaWBaeMOIo CJIOBAps, IIeJKHUTe II0

JAaHHOMY CIJIOBY npaBoﬁ KHOIIKOM MBIIIINA HeIloCpeiICTBeHHO B TeKCTe K BLIIIOJIHUTe KOMAHIOY

KOHTEeKCTHOI'O MeHIO YHHJII/ITI) H3 CJIOBApA.

2.2.3.3 IIpoBepka rpaMMaTHKH

YroObl OTKIIIOYUTH WIM BKJIIOYMTH IIPOBEPKY I'PaMMaTUKH, BblOepuTe ITyHKT KOMaHJHOI'O
MeH10 MHcTpyMenTsI > IIpaBomicanue > IlpoBepka rpammaruku (cM. PrucyHok 86).
BkiitoueHne YW OTK/IIOYeHHe peXyMa IIPOBEepPKM TI'paMMaTHK{ IIPUMeHseTCs TOJIbKO K

TeKyleMy NOKYMeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

MHcTpymentss Bug  OBwwi goctyn  Hagctpolkw  Cnpaeka

Pemum oTobpamkedna nCNpagaeHnd  # |ﬁ— At — =

F— W —

Mpaecnucarue 4 Mposepka opdorpadun

HacTpaneaembiil cnosaps Mpoeepka rpaMMaTiin

Pucynok 86 — KomangHoe MeHio MHCTpyMeHTBI

[TpyHIMIIBI TPOBEPKU IPAMMATHKHU:
— $I3bIk MpOBEPKU rPaMMAaTHKU BbIOMpaeTCsl aBTOMaTHU4eCcKH 110 lepBoi OykBe ab3aria.

— HpOBepKa I'PaMMATHUKHU 3dITyCKAETCA I10CJIe HAXKAaTHUs KJIdBUIIIH HpOﬁEJI nnu Enter IIpH

YCJI0BHUH, YTO IIpeJIO’KeHHe 3dBepIIeHo.

— IlpennoxeHnne C rpamMMaTUYeCKOM OIIMOKOM IIOAYepKHBAeTCsl CHUHEeH BOJIHUCTOU

JINHUEH.
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2.2.4 CHoCKH

CHocka — 3TO CcITpaBOYHas WM MOsSCHUTeIbHAst MHGOPMAIIYs K CJIOBY MM ab3ally TeKCTa.

CHOCKa COCTOUT U3 ClIelyIolInX 3yieMeHToB (cM. PucyHok 87):

— 3HaK CHOCKM — pacIiojiaraeTcsi HelloCpe[CTBEHHO I10CjIe CJIoBa Wi ab3ana, K KOTOpoMy
OTHOCHUTCS CHOCKQ;

— HOMep U TeKCT CHOCKA — pacIojaraloTCs BHU3Y CTPAHMIIbI, I10f TOPU30HTAJIbHOU

I‘IepTOI\/JI, CJIEHYIOHIEFI I10CJIe OCHOBHOI'O TeKCTa.

=2 [Mocne sToro npegnoseHHs CTOMT 3HAK CHOCKH'.

1 3a HOMepOM CHOCKH CTedYeT TerCT CHOCKH.

CrpaHnua 1 w1z 1

Pucynok 87 — CHocka

B Texy1ieli Bepcuu NpUIoXKeHUs NOAAep>KUBAaeTCsl CKBO3HAs HyMepallisi CHOCOK B IIpejiesiax
BCero JIokyMeHTa. JlJjisi HyMepaIliuyu CHOCOK MCIOJIb3YIOTCSl apabckue IUdpBHI.

B TekcTe CHOCOK He MOAJIepKUBAETCS:

— TIOMCK Y 3aMeHa JaHHBIX;

— IIpOBepKa IIPaBOIMCaHU;

— 3alMCh UCIIPABJIEHUH;

— I[O6aBJ'IeHI/Ie KOMMEHTapHeB.
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CHOCKY MOXXHO JTOOABUTH B JTF0O0E MEeCcTO JOKyMeHTa, KpOMe KOJIOHTHUTYJIOB.

YT0O6BI ,IIOGaBI/ITb CHOCKY, BBIIIOJIHUTE ClieJyroijne eV CTBUS:

1.

VkaxxuTe MecTo JJisk BCTaBKKU CHOCKH OJJHUM U3 CJIeAYIOIHX CII0coboB:

— VYcraHoOBHUTE KypCOp MBIIIK B TpeOyeMoe MecTo TeKCTa.

— BroienuTe pparmeHT TekcTa, ocjie KOTOpOro He06X0IUMO BCTaBUTh CHOCKY.

— YcranoBurte KypCOp WA BbIEJINTE ﬂqEﬁKy Ta6JII/IIIbI, B KOTOPYIO HEOGXOJII/IMO

00aBUTH CHOCKY.

— BroigenuTe nuanasoH sdeek, K KOTOPOMY HEOOXOAMMO 100aBUTh CHOCKY. B manHom

CjlIy4de 3HdK CHOCKH 6YI[8T YCTaHOBJIEH II0CJIe IIocjieJHero CHMBOJId HWDKHEH

[IPABOM AYEHKH.

JlobaBbTe CHOCKY OJJHUM U3 CJIeyIOIIHUX CII0COOOB:

— Bribepute nyHKT KoMaH/HOrO MeHI0 BeraBka > CHocka (cM. PucyHok 88).

Beraeka @®opmar  Wectpymednts Bug  OG

B @O

.\
Al

-
L

mf 1IC

N o #

53

©mn Wa 34

Hzobpaxerne..,

TekcToeoe none

Durypa

Tabamua...
Dopyaa...

Paspwie cTpaHmuw
Paspuie pasaena
Hymepauna cTpaHuL,..
KonoHTUTY A

OrnagneHue

Ccmnka...
MepekpecTHan CCbiAKa...
Jaknagka...

CHocka

KonmmenTapui

Hata
Bpema

Ctrl+Enter

Alt+P

Ctrl+K

Ctrl+Alt+F

Pucynoxk 88 — KomangHoe menio BecraBka
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— Ha mnanemu wuHCTpyMeHTOB, B pasfeile BcraBka HaXMHUTe KHONKY :=:.
. 1
Ha otoOpasuBiieiicss maHesid BCTaBKM HaxxkmuTe kHONkKy A (CHocka)

(cMm. Pucynok 89).

— AR
AaBoBel AaB6Bsl ... @v (_5/7 E -

3aronoBok 3 3aronceok 4

-,

WzobpaeHne.. ~
.. TekcTosoe none O\
|\:\| Durypa »

@ TaGnuua... »

l/“‘\

\'];[./:l Topmyna...

= Pazphie cTpaHuLkp

(| peiB cTp

(-

Pazpwie pasaena

Hymepauma cTpaHuL,.

KonoHTUTY AR

[ O &

OrnagneHue

(j/—) Ceoinka...
; MepekpecTHan CoBKE...
m Jaknagka...
1
ABE  Chocka

Pucynok 89 — I[1anens BcTaBku

— Haxwure coueranue knasui Cirl+Alt+F / ~Option+3Cmd+F Ha kiaBuarype.
3. B ykaszaHHOM MecTe HOKyMeHTa OTOOpasWTCSl 3HAK CHOCKHM, a BHM3y CTPaHMUIBI —

HOMep CHOCKH. BBEI[I/ITE TeKCT CHOCKH II0CJIe ee HoMepd.

Ecmu moKyMeHT He COHepXXUT JAPYTHMX CHOCOK, TO J00aBJIEHHOM CHOCKe Ha3HA4aeTcs
HoMep 1. Eciu JTOKyMeHT CONepXXHT Jpyrhe CHOCKM, TO [00OaBIeHHOW CHOCKe Ha3HAa4vaeTcs

HOpHHKOBbeI HOMep, COOTBETCTBYIOH_[I/Iﬁ ee pPAacCIIOJIOKeHWI0 OTHOCUTEJIbBHO APYTI'rUX CHOCOK.
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2.2.4.2 TlepeiiTi K CHOCKe

YToOBI MepeldTH K TEKCTy CHOCKH, HaxkmuTe Ha kjaBuinry Ctrl / $8Cmd u menkauTe 1O
3HAKy CHOCKM B OCHOBHOM TeKCTe JokyMeHTa. Kypcop aBTOMaTH4eCKW MepeMeCTHUTCS B TEKCT

CHOCKH B KOHIIE€ CTPaHUIIbI.

2.2.4.3 PepakTHpoBaTh U pOpPMATHPOBATH CHOCKY

P €IaKTHUpOBaHUE U (bOpMaTI/IpOBaHI/Ie TEKCTd CHOCKHM OCyHeCTBJIIeTCA aHaJIOTUYHO

pPedakKTUpOBAHUIO U Cl)OpMaTI/IpOBaHI/IIO OCHOBHOI'O TEKCTd NOKYMeEHTd.

2.2.4.4 Y 1anuTh CHOCKY

YT06B!I YJaMUTh CHOCKY, BBIIIOJIHUTE OIHO U3 CJIeYIOIINX JIelCTBUM!

— Ynanute 3HaK CHOCKM B OCHOBHOM TeKCTe JIOKyMeHTa. HoMmep U TeKCT CHOCKU B KOHIle
CTPaHMIIB] YAAJIATCS aBTOMaTUYeCKHU.

— DBplpenuTe TeKCT CHOCKY WX IIOMECTUTe KypCOP B JII000e MeCTO TeKCTa CHOCKH B KOHIIE
CTpaHUIbl. 3aTeM IIeJIKHUTe IIpaBOM KHONKOM MBIIIM M BBIIOJIHATE KOMaHAY
KOHTEKCTHOTO MeHIO YHaJIMTh CHOCKY. 3HaK CHOCKM B OCHOBHOM TeKCTe JIOKyMeHTa

YAAIUTCA aBTOMATUYeCKH.

[Tpu ynaneHun CHOCKY HyMepalusl OCTaBIIMXCS CHOCOK aBTOMaTU4eCKU OOHOBJISETCS.

2.2.4.5 AMmiopT CHOCOK

[Tpunoxenue «MoinOduc TekcT» mopajiepkuBaeT KOPPEKTHYIO 3arpy3Ky U OTOOpakeHue
cHocok B fokymeHTaxX B dpopmate Open XML (.docx) u ODF (.odt), co3maHHbIX, COOTBETCTBEHHO, B
TeKCTOBBIX peflakTopax Microsoft Word u LibreOffice Writer.

HezaBucuMo OT TOro, kakue rapaMmeTpbl ObUIM yCTAHOBJIEHBI [IJII CHOCOK B yKa3aHHBIX
TEeKCTOBBIX pefakTopaxX, B mpwiokeHud «MourOduc TekcT» K UMIOPTUPOBAHHBIM CHOCKAM
MIPUMEHSIIOTCS CleyIoliye TapaMeTpbl:

— MapKepbl CHOCOK Ipeo0pa3yroTcs B apabckue 1rudphI;

— yCTaHaBJIMBAETCS CKBO3HAsl HyMepalusi CHOCOK B TIpefiejiaXx BCero JJOKyMeHTa;

— CHOCKH 0To6pa>1<a}oTc;1 TOJIBKO B KOHIIe CTPdHMUII.

2.2.5 I'mmniepccplnkn
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B TekcTt mokymeHTa MOXHO JIOOABHUTBH CCBUIKY Ha BeO-CTpaHUILy WIHA aJipeC 3JIeKTPOHHOMU
MTOYTHI.

[Ipunoxenue «MonOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMU CCBUIKH, KOTOpbIe
HaYMHAIOTCI ¢ www, http, https, ftp, u anexTponHBIe ajipeca.

[Ipumepsi:

—  www.website.ru,

— https://website.com,

— http://website.ru,

—  ftp://191.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl n3bexxatb omMbOK Ipu Tmepexofe Mo ccbuikaM, nepen URL  pexkomennyercs

yKa3bIBaTh IIpoToKoj. Hanpumep: http://website.ru.

2.2.5.1 BcTaBUTB CCBUIKY

CchlJIKa MOXKeT OTO6pa)KaTbCH B IOKyYMEHTe B BUJIE:

— URL - nanpumep, http://www.website.ru;

— TeKCTa — HallpuMep, CChUIKA.

YtoOBI 106aBUTH B OKyMeHT CChIIKY B BUsle URL, BrioHUTE Cliefiyrolive qerCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXO/IUMO BCTaBUTh CCHUIKY.
2. Beegute URL ccruiku.

3. Haxmure kiaBuiry IIpo6esn vnu Enter Ha kiiaBuaType.
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YroObl [06ABUTH B JOKYMEHT CCHUIKY B BUJIe TeKCTa, BBIIIOJHUTE CIIe/lyIoIye IeHCTBUSL:

1. VYcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOJIMMO BCTaBUTh CChUIKY. Eciu ccbuiky
TpebyeTcsl BCTaBUThb B siUelKy TabJIUIlbl, BbIIeNIUTE 3Ty sSYelKy WIM yCTaHOBHTEe B Hee
KypCop.

2. BbInosiHATe KOMaH/ly BCTaBKU I'MIIEPCCHUIKHA OJJHUM U3 CJIeIyIOIIUX CIIOCODOOB:

HpI/I BbIJIeJIEHHOM (l)parMeHTe TeKCTad KOMdH/ld He dKTHUBHA.

— Broibepute nyHkT koMaHaHOTO MeHI0 BeraBka > Cebuika (cm. Pucynok 90).

Becraeka @®opmar  WecTpymedts  Bug 06

[ WMzoBpamenne..

TekcToBoe noae

& Owrypa .
BEH Tabawua...

(M)  Gopmyna...

*=  Paspbis cTpaHnus Ctrl+Enter
‘= Paspuie pasgena

I Hymepauwa cTpaHWL,.. Alt=P

E KonoHTutyas

=:  OrnaeneHue

¢ Copinka... Ctrl=K

Pucynok 90 — KomangHoe meHio BecraBka

— Ha nanenu wuHCTpPyMeHTOB, B pasjieiie BcraBka HaXXMHUTe KHOIIKY r;{r) (Ccpuika)

(cMm. Pucynok 91).

AaBoBel AaB6Bel’ .. [H. @ ij E

3aronoBoK 3 3aronoeok 4 L

BrraBka .

Pucynoxk 91 — Paznen nanenu nHCTpyMeHTOB BeTaBka
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Ha nmanermm vHCTpyMeHTOB, B pasniesie BecraBka HakMuTe KHOTIKY === (cM. PrucyHok 92).

Ha oToOpasuBiiieiicst maHes BCTaBKU HAXKMUTE KHOTIKY r;{r) (Cchuika).

[
AaBoBEl  AaB6Bel' ... [« [ ) [=] - |

3aronoeok 3 3aronoeoK 4 L

Wzobpamenne..

- B’

TekcToBOE None r:

Durypa H

—

[
Ll

TaGawua... H

[

Dopryaa...

Pazpeie cTpanuus

Paspuie paspena

Hymepauma cTpanuL,.,

KonoHTUTY AR

OrnaeneHue

Cownka...

S MO I IL G

= MepekpecTHan cobaka..,

Pucynoxk 92 — [1anens BcTaBKU

[lenkHKTe TPaBOW KHOMKOW MBIIMIA MO MECTYy, B KOTOPOM YCTaHOBJIEH Kypcop,
WIA 10 BBIJEJIEHHON sS9efike W BBINOJIHUTE KOMAaH/Ay KOHTEKCTHOTO MeHIO
BcraBuUTH CCHUIKY.

Haxwmure coueranue knaBumi Ctrl+K / $8Cmd+K Ha kiaBuarype.
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3. B okne BcraBuThb cChLIKY (cM. PrucyHnok 93), B moste Agpec Beeaute URL cchuikm.

4. B mose TekcT BBeuTe TEKCT, KOTOPBIN OyIeT oTobpaxkaThcst BMecTo URL cchiiky.

5. Haxwmure kHonky OK, 4T06BI BCTaBUTH CCHUIKY.

BcraeuTe cobinky ot
MoirOdwc * .
https://myoffice.ru *

m OTmeHa

Pucynok 93 — BcraBka runepcchbliky

2.2.5.2 PegakTHpOBaTh CCHUIKY

Yto6nl pegaktrpoBaTh URL U TEKCT CCBIIKU, BBHITIOJIHUTE CIIeAYIOIIHe IeMCTBUS:

1.
2.

VYcTraHoBuTe Kypcop Ha CCBUIKY.

OTkpo¥iTe OKHO peJJaKTUPOBAHUSI CCHUIKU OTHUM U3 CJIeIYIOIUX CIIOCOOOB:

— Bribepute nyHkT koMaHHOrO MeHio BeraBka > Ccebuika (cM. Pucynok 90).

— Ha manenn uHCTpyMeHTOB, B paslesie BcTraBka HaXXMUTe KHOIIKY r;;} (Ccprnka)
(cMm. Pucynok 91).

— Ha manerm uHCTpyMeHTOB, B pa3niesie BcraBka HakMuTe KHOTKY === (cM. PrucyHok 92).
Ha oTobpa3uBiiieiics maHesv BCTAaBKU HAKMUTE KHOTIKY r;;} (Ccpuika).

— IllenkHUTE TIO CCHUIKe TIpaBOM KHOMKOM MBIIIA W  BBIIOJIHUTE KOMaH/Y
KOHTEKCTHOTO MeHI0 PelakTHPOBaTh CCHUIKY.

— Haxwmurte couerauue kinasuni Ctrl+K / #Cmd+K.
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3. B okae PemakTupoBaTh cchUIKy (cM. PucyHok 94), B moje Anpec pelakTUpyWTe
URL ccrpinxku.
4. B none TekcT pelakTUpyiTe TEKCT, KOTOPbIM oToOpakaeTcst BMecto URL ccpiky.

5. Haxwmwure kHotiky OK, 4T06BI COXpaHUTH U3MEHEeHUsI.

PegakTupoeate cCelnky *
MorOdwc * .
https://myoffice.ru *

“ OTmeHa

Pucynok 94 — OxHo PegakTHpOBaTh CCHUIKY

2.2.5.3 IlepeiiTu N0 CCHUIKe

YTOOBI IepelTy 0 CChIIKe, IIeJIKHUTe 110 Hel, yaepuBasl Haxkator kiasuily Ctrl / $6Cmd.

Beb-ccpiiku OTKpBIBAIOTCS B Opay3epe, KOTOPBIM ucnoiib3yercss B OC 10 yMOT4aHUIO.

[Ipyu mepexose Mo cChbUIKe Ha 3JIEKTPOHHBIM aJipeC OTKPBIBAeTCsl TOYTOBas MpOrpamma,
koTopasi ucnoisibdyercs B OC mo ymomuanuio. B JaHHOM mporpamMme aBTOMaTHYeCKUA CO3[1aeTCsl

HOBOe IIMCbMO, U B IIOJIe KOMy KOIIMPYeTCd aapecC BHeKTpOHHOfI IIOYTHI, YKaSaHHbeI B CCBLJIKe.

2.2.5.4 KonmpoBaTth CCBUIKY

YTOoOBI CKOMUPOBATh CCHUIKY, IIEJIKHUATE MO HeM IMpaBOM KHOMKON MBI U BBHITIOJHUATE

KOMdHy KOHTEKCTHOI'O MEHIO KOHHPOBEITI) aJipec CCBLIIKH.
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2.2.6 IlepexpecTHbIe CCHLIIKH

[TepekpecTHasi cCbUIKa — 3TO CChUIKA Ha 3JIeMeHT, KOTOPBIM paclojioXKeH B JIPYro¥ 4acTu
nokymeHTa. B mnpunoxenun «MoiO¢uc Tekcr» MOXHO CO3/[aTh CChUIKY Ha 3aroJIOBOK
(cMm. pasgen 2.8.6.1), MyHKT HYMepOBaHHOrO cCIHKCKa (CM. paszzgen 2.3.3) WIM 3aKJIaJIKy
(cm. pazmen 2.2.7).

B Tekymieil Bepcuy TpPWIOXKeHUsI HeJOCTyIIHA paboTa C IepeKpecTHbIMH CChIJIKaMU
HeIoJIIep>KMBaeMoro TUIa (CHOCKa, KOHIeBasi CHOCKA, pUCYHOK, Tabnuia, popmysia), CO30aHHBIMU

B CTOPOHHHUX peJaKTOpax.

2.2.6.1 BcTaBUTH HepeKpecTHYIO CCBUIKY

YToOBI CO3/1aTh NepeKPeCcTHYIO CChUIKY, BBIIOHUTE CIIeAyIOIIe IeCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, KyJila HeOOXOQUMO BCTaBUTh [1epeKPeCTHYIO
CCBUIKY.

2. OTKpoiTe OKHO PaboThI C IepeKpPeCTHBIMU CChIJIKAMH OHUM U3 CJIeyIOIINX CIIOCOOO0B:
— DBruibepute nyHKT komaHgHOoro MeHI0 BcraBka > IlepekpecTHas cchbuIKa

(cm. Pucynok 95).

Beraeka @opmar  Wectpyments Bug  OG

MzobpaxeHne...

TekcToeoe none

Durypa »

B G HE

TabBnuua...

e
kﬁ.‘—'

Dopuyna...

a[x

Pazpbie cTpaHWLE Ctrl+Enter

1 lII[

Paspwie pasgena
Hymepauma cTpaHul,.. Alt+P

KomoHTWTYAm

mem #

OrnagneHwe

153

Coulnka.. Ctrl+K

1l

MepekpecTHan copiaka..,

Pucynok 95 — KomangHoe menio BeraBka

— Ha manerm vHCTpyMeHTOB, B paszienie BecraBka HaxmuTe KHONKY === (cM. PrucyHok 96).

Ha orobpa3suBiiierics maHe BCTaBKU HakMuTe KHOTIKY |~/ (IlepexkpecTtHast ccplika).
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— OrTkpoiiTe OKHO OBICTPHIX AeHcTBUU (cM. paszznen 1.6) u BbibepuTe KOMaHIy

ITepexpecTHas CChUIKA.

E AaBoBel AaB6Bel ... F'}, @ (:f/) E] .

Jaronosok 3 3aronoceok 4 L

@ zo0bpaxeHue.., ~
T | Tekctoeoe none Q

() Durypa ¥

(RN

L__JI Tabamua... ¥

@ Dopryaa...

] p

—/ 3PLIE CTRaHMLB

(I

= Paspwie pasgena

Hymepauma cTpaH ..

g KonoHTUTY AR

OrnaeneHune

(_’{r) Cemnka...
5 MepekpecTHan cCbiAKa...

m Jaknagka...

Pucynok 96 — [1anens BcTaBku
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3. B oxue IlepexkpectHast ccpuika (cM. Pucynok 97), B BbIIajialoIieM CIIHCKe
Tun cchUIKM BbIOEpUTE TUIT 3JIeMeHTa, Ha KOTOpBIA Oy/leT YKa3blBaTh CChUIKA:

3arosioBok, HymepoBaHHBII cClIMCOK MM 3aKIaIKa.

MepekpecTHan coblnka >

Twn cowakm:

JaronoBoK g

CownaTecA Ha:

Jaronosok 1

daronoBok 2

daronosok 3

BcraenTe comn Ky Ha

TekcT 3aronoBKa g

BecraBute OTMeHWTE

Pucynok 97 — Okno IlepekpecTHas cchUIKa

4. B none CcbuiaTbesi Ha BbIOepUTe KOHKPETHBIN 3/1eMeHT, Ha KOTOPbIH Oy/ieT yka3blBaTh
cchliKa. B maHHOM mosie aBTOMaTudecku (GpOpMHUpPYyeTcsl CIMCOK BCeX 3JIeMeHTOB TOrO
THIIA, KOTOPBIN ObUI BEIOpAH Ha Mpe/ibIyIIeM Iiare.

5. B Bemmaparomniem cnucke BCTaBUTH CCBUIKY Ha YKaXUTe YHCIOBOe WIA TEeKCTOBOe
3HaYeHHe IepeKpecTHOM ccbUlkU. CHIMCOK 3HAaYeHHWM 3aBUCHAT OT THIIA 3JIeMeHTa,

BbIOpaHHOTO paHee.
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Jly1st aieMeHTa THNa 3aroJI0BOK BbiOepuTe OHO U3 CIeyIOIINX 3HaYeHU:

TexcT 3arojioBKa — TeKCT 3arojIOBKa.

Homep cTrpaHuInibl — HOMep CTPaHUIIBI, HA KOTOPOHM pacCIOIOXKeH BhIOpaHHBIN
3ar0JIOBOK.

Homep 3arosoBka (KpaTkKuii) — KpaTKHH HOMep 3arojIOBKa, SIBJISIONIErOCsS
IMyHKTOM MHOTOYPOBHEBOI'O CHHMCKa. Hampumep, cCbUIKa Ha 3arojioBOK C
HomepoM l.c.ii OyzeT npejicTaBiieHa Kax ii.

HoMmep 3arosioBka (IOJIHBIN) — IIOJHBIM HOMEp 3aroJiOBKa, SIBJISIOIIEroCs
ITyHKTOM MHOTOYpPOBHeBoro crrcka. Hanpumep, 1.c.ii.

Benme/Hmke — CJIOBO  «BBIIIe», €CJIM 3arojloBOK HaXOOWUTCS  BBIIIe
MMepeKPeCTHOM CCBHUTKH, WIA «HIDKe», eClId 3arojJIOBOK HAXOJUTCS HEXKe

HEpEKpECTHOIZ ccouiku. IlooxkeHue 3arojioBka ornpenessieTcsa aBTOMaTU9eCKH.

s anemenTta Tuna HymepoBaHHBIN CHHCOK BbiOeprTe OJHO U3 CJeIyIOHIUX

3HAYeHUU:

Homep cTpaHunel — HoMep CTPaHUIIBI, HA KOTOPOM PacIioyiokeH BbIOpaHHBIN
MTyHKT CITKCKa.

Homep »3nemeHTa cnmcka (KpaTKWil) — KpaTKuii HOMep IIyHKTa
MHOI'OYpPOBHeBOro crnvcka. Hanpumep, Homep nyHkTa l.c.ii 6yneT npeacraBieH
KaK ii.

Homep anemenTa cnimcka (IIOJIHBIN) — MOJIHBIM HOMEP IIyHKTa MHOTOYPOBHEBOT'O
cnucka. Hanpumep, 1.c.ii.

TekcT 371eMeHTa CIIHCKA — TeKCT ITyHKTa CIIMCKa.

Beime/Hmke — CIOBO «BBIIIEY», eCIIM IYHKT CIMCKA HAXOAWUTCS BBIIIe
[lepeKpPeCTHOM CCBUIKM, WIM «HWXe», eCd IYHKT CIIHCKa HaXOJWUTCS HUXKe
nepekpecTHOM  ccplikd.  IlojokeHmMe  MyHKTa  CIIMCKA  OIpefiesisieTcst

dBTOMdTH4YeCKH.

,HJ'[H 3JIeMeHTa THIId BaKJIalIKa BbI6epI/ITe OTHO K13 CJIeAYIOIIUX 3HA4YEeHUM:

Tekcr 3aknagku — QparMeHT TeKCTa, Ha KOTOPOM YCTAHOBJIeHAa 3aKJIajika.
JlaHHOe 3HaueHMe MOXKHO BLIOPATh TOJILKO JUIsl 3aKJIaJIKH, KOTOPAsl YCTAHOBJIEHA
Ha BBIJIEJIEHHOM TeKCTe, a He Ha ITOJIOKeHUH KYPCopa.

HomMep cTpaHHIIBI — HOMEp CTPAHUITBI, HA KOTOPOH pacIioyiojKeHa 3aKJIajKa.
Homep »3nemeHTa cnmcka (KpaTkuil) — KpaTKuii HOMep IIyHKTA
MHOI'OYPOBHEBOI'O CIIMCKa, Ha KOTOPOM YCTaHOBJIeHa 3akiajka. Hampumep,

HOMep myHKTa l.c.ii OyieT mpejicTaBeH Kak ii.
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e Homep »5snemenTta cmucka (IOHBIA) — TIOJHBIA HOMEp  ITyHKTA
MHOT'OYPOBHEBOT'O CITMCKA, HAa KOTOPOM YCTaHOBJIEHa 3akKjajka. Harmpumep,
l.cdii.

e Brime/HmKke — CJIOBO «BBIIIEy», eCITM 3aKJIajIka HAXOJIUTCS BhIIIE MEePeKPeCTHOM
CCBUIKH, WIHA «HUXey», eCM 3aKJIaZika HaXOIUTCsl HIDKe TIepeKpPeCTHOW CCHUIKH.
[TonoxxeHre 3aKJIaIKA OTIPeIeIIIeTCSl aBTOMAaTUIeCKH.

6. Haxmure kHONKY BCTaBHTSE.

Ecmm IepekpecCTHds CCbLJIKA YCTdHOBJIEHd HEKOPPEKTHO, BMECTO 3HA4YeHHsd CCbIJIIKH

0TOOpaXkaeTcst CUMBOII #.

AHanorn4HbIM 06pa3oM BCTaBbTe B IOKYMEHT JIpyTHe IlepeKpecTHbIe CChUIKH.
OxHO paboTkl CO CChIJIKAMU He OJIOKUpyeT paboTy C IVIaBHBIM OKHOM IpUIOXKeHHUs. YTOOBI

3dKPbITb IdAHHOE OKHO, HA’)KMUTe KHOIIKY #. B ero 3aroJjioBKe.

2.2.6.2 IlepeiiTi 1O CCHLIKe

YTOOBI IepelTy 0 CChIIKe, IIeJIKHUTe 110 Hel, yAepuBasl Haxkatou kiasuily Ctrl / $6Cmd.

2.2.6.3 O0HOBUTH NepeKpecTHbIe CCHLIKH

OO6HOBIEHHEe TTepeKPeCTHBIX CChIJIOK OCYIIECTBIISIETCS aBTOMATHYECKHU.

2.2.6.4 I3MeHUTH NepeKPeCTHYI0 CCHUIKY

YToOBI U3MEHUTH CYIEeCTBYIONIYIO IIepeKpecTHYIO0 CChUIKY, YJaluTe ee TaK, KaK OMHUCAHO

HUXe, U IIO6aBbTe HOBYIO IIepeKpeCTHYIO CCBUIKY TakK, KdK OITMCAHO BHIIIIE.

2.2.6.5 YaanuTh nepeKpecTHyI0 CChLIKY

YTo06BI YAAJIINTh IIepeKpeCTHYIO CCBUIKY, BbIJejinTe ee I[MejJI4YKOM MBI W HaXMHTe

kiaBuily Delete Ha kiaBUartype.
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2.2.7 3axknagku

3akmanku B npunoxennd «MonOduc TekcT» aHaTOTHYHBI 3aK/IajIkaM B OOBIYHOM KHWTE.
Onu mnomoraroT OBbICTPO BepHYTbCS K BaXXHbIM MeCTaM B JJOKyMeHTe. 3akJIaJIKu MOXXHO
yCTaHaBJIMBaTh Ha ¢pparMeHTax TeKCTa, TaOIUIaX U UX djieMeHTax (CTpoKax, CTOJOIaX, syerkKax),

M300paKeHUsIX ¥ KOJIOHTUTYJIaX.

2.2.7.1 BcTaBuTH 3aKjIaIKy

YT0oO6BI BCTAaBUTH 3aK/IAJIKy B JIOKYMEHT, BHITIOJIHUTE CJIeIyIollIre JJeMCTBUS:

1. VcranoBute Kypcop B TpeOyemoe MecTO IOKyMeHTa WIH BblJleJIuTe 00BbeKT, Ha KOTOPOM
HY)KHO YCTaHOBUTH 3aKJIQJIKY.

2. BblinonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIeIYIOLIHUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOTrO MeHI0 BeraBka > 3akianka (cMm. PucyHok ).

Beraeka ®opmar  Wectpyments  Bug  OG

MzobpaxeHne...

TekcToeoe none

Durypa L

B GO

Tabamua...

-
kﬁ.‘—'

Dopyaa...

-

a[x

Paspwie cTpaHMup Ctrl+Enter

1 lII[

Paspwie pasgena
Hymepauma cTpaHul,.. Alt+P

KomoHTWTYAm

mem #

OrnagneHwe

153

Coulnka.. Ctrl+K

il

MepekpecTHan copiaka..,

2]

Jaknagka...

Pucynok 119 — Komananoe menio BecraBka



— Ha manenmu uHCTpyMeHTOB, B pasziejie BcraBka HaXMUTe KHOTIKY === (cM. PrucyHok 98).

Ha oToOpasuBiiieiicst maHes BCTaBKU HAXKMUTE KHOTIKY m (Baknanka).

DAY 00 W
B BB,

AaBoBel Aab6Bsl’

3aronoceok 3
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Jaronoeok 4

= [’

—

If___l
T

S MO I @

Wzobpaxerwe...

TekcToBDE NoNe

Durypa

Tabamua...

Dopyna...

Pazppie cTpaHuLBp
Paspwie pasgena
Hymepauma cTpaHnL,..
KonoHTUTy AR

OrnagneHue

Coblnka...
MepekpecTHan coBLAKA...

Jaknagka...

3

Pucynoxk 98 — [1anenb BcTaBKU
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3. B okne 3akmaaku (cM. Pucynok 99), B mosie BBoJla yKaXKWTe Ha3BaHHE 3aKJIa/IKU.
HasBanme HOBOW 3aKJIaKd He JO/DKHO COBMAJAaTh C HA3BAHUSIMHU CYIIECTBYIOIIUX

3dKJIaJ0K.

3aknageu >

3aknaaka 1 > ‘

CopTvpoEaTh:

O no MMeHI no NopagKy

(mycTo)

Pucynok 99 — Okno 3akyiagku

4. HaxxmuTe KHOTKY vu kiasuily Enter Ha knaBuatype (cM. Pucynok 99). 3akianka

nobasutcs B criicok (cM. Prucynok 100).

3aknagku >

CopTupoEaTs:

Na3BaHWe 3aknajkKii

O no MMeHIA no NopAgKy

Jaknaaka 1

Pucynoxk 100 — 3aktazka mo6aBieHa
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5. 3akpouTe OKHO 3aKJIa/IKH.

AmnanmorndHbiM 06pa3oM 106aBbTe B TEKCT APYTHeE 3aKJIAIKH.

2.2.7.2 OT00pa3uTh 3aKJIaAAKH

Yto6bl 0TOOpPa3uTh 3aKkiIaKd B JokyMeHTe (cM. Pucynok 101), BkiroumTe oToOpakeHHe

HelleyaTaeMbIX CUMBOJIOB (cM. pasnen 2.9.2).

B-koHI1e.3ToOro-npeanoxeHHA: yCTaHOBNeHa-3aKNaK é[“'

Pucynok 101 — OtobpakeHre 3akyiafgku

2.2.7.3 IlepeiiTu K 3aKjIajKe

YToObl TIeperTH K 3aKJajike, YCTAHOBJIEHHOM B JIOKYMeHTe, BBINOJHUTE OIHO U3
CIIeYIOIIUX NeUCTBUA:
— DBribepute nyHKT KOMaHHOTO MeHIO BeraBka > 3akinanka (cm. PucyHok ).

— Ha nanenmu nHcTpyMeHTOB, B pasziesie BcraBka HakmuTe KHOIIKY = (cM. PrucyHok 98). Ha

0TOOpa3MBIIIENCS MTaHeJIM BCTAaBKM HAXXMUTe KHOIIKY | - (3akJyIajgKa).

OTkpoeTcst OKHO 3aKJIaIKH CO CITUCKOM 3akjiafok (cM. Pucynok 102).

3akJ1a/IK MOXKHO OTCOPTUPOBATH B CIIUCKe CJIeAYIONIMMHU CII0CO0aMMU:

— 10 UMEHH — COPTHpPOBKa 3akiafok mo andaBury (ot A mo ). JlanHbli criocob
COPTUPOBKU BBIOPAH M0 YMOJTYaHHIO.

— T1I0 MOPAJKY — COPTHPOBKA 3aK/IJIOK B IOpsAKe WX PpacIojIOXKeHUs B JIOKyMeHTe

(cBepxy BHHB).

BbI6epI/ITe B CIIMCKeé HadMMeHOBdHHe Tpe6yeM01?1 3dKJIaKH. KprOp rnepemMecTuTCd B TO

MeCTO JOKyYMEeHTd, Hd KOTOPOM yCTaHOBJIeHa 3dKJIaJIKd.
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3aknagrm >

CopTHpoEaTt

O no umenn no nopagky
3awknagka 1
3aknagka 2

Jaknagka 3

Pucynok 102 — OxHo 3akinaaku

2.2.7.4 IlepenMeHOBaTH 3aKJIATKY

YToOb! IeperMeHOBaTh 3aKJIa/IKY, BBITIOJIHUTE CJIe/IyIolue IeHCTBUS:

1.

OTkporiTe 0OKkHO 3aKJIaIKM OJJHUM U3 CJIeYIOIIHX CII0CODO0B:

— BribepuTe nyHKT KOMaHIHOTO MeHIO BeraBka > 3akianka (cMm. PucyHok ).

— Ha nanerm uHCTpyMeHTOB, B pa3ziene BecraBka HakmuTe KHOIIKY === (cM. PucyHok 98).
Ha orobpasuBiiieiicst maHeu BCTaBKY HAXKMUTE KHOIIKY |_| (Baxutagka).

B okne 3akmagku (cMm. Pucynok 103) HaBeiMTe KypcOp MBIIIM Ha 3aKJIAJIKy, KOTOPYIO

TpebyeTcsl TepeMMeHOBaTh, U HAXKMHUTe KHOTIKY /# (IlepenmeHoBaTh).

PenaktupyiiTe Ha3BaHMe 3aKJIaJIKU U HAXKMUTe ki1aBullly Enter Ha kiaBuartype.

3aknagku >
CopTupoEaTe
O no vmenn no Nopagky
3aknagka 1 f[/\\s m]
3aknagka 2
3aknagka 3

Pucynok 103 — IleperimenoBaHMe 3aK1aJIkKu
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2.2.7.5 YanuTh 3aKJIaiKy

YToOb! yJIaNUThb 3aKJIJIKY, BHIIOJHUTE CJIeAyIOIe el CTBUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CIIeYIOLIUX CIIOCOOOB:
— Bribepute nyHKT KoMaH/iHOTrO MeHIo BeraBka > 3akinanka (cMm. PucyHok ).
— Ha manesm uHCTpyMeHTOB, B pa3zienie BcraBka HakmMuTe KHOIIKY === (cM. PucyHok 98).
Ha oToOpasuBiiieiicst maHesi BCTaBKU HAKMUTE KHOTIKY |_| (Baknanka).
2. B okue 3akimaakm (cM. Pucynoxk 104) HaBeguTe Kypcop MBIIIM Ha 3aKJIaJIKy,

KOTOPYIO TpebyeTcs yIaauTh, U HAKMHUTe KHOTIKY [1] (Y Aa/IUTh 3aKJIaJIKY).

3aknageu >
mFEE{==E I_ = = | n ; I
CopTvpoEaTh
O o umenn no NopALKY
Jaknagka 1 &
Jaknagka 2
Jaknagka 3

Pucynok 104 — V panenue 3akiaiku
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2.2.8 BcraBuTh TeKyIIyIo JaTy HIH BpeMs

B moboe Mecro [OKyMeHTa, 3a UCKJIIOYeHHeM KOJIOHTUTYJIOB, MOXHO BCTaBUThb
TeKYIIyIO JJaTy WK BpeMsl.

YTOoOBI BCTAaBUTH B IOKYMEHT TEKYIIYIO ATy, BBIIIOJIHUATE CJeIyIollre JeHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO JIaTy.

2. BrinonHuTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHkT KoMaHHOrO MeHio BeraBka > Jlara (cm. Pucynok 105).

Beraeka @opmat  WHetpymentw Bug OB

o
i
@

MzobpaxeHne...

TekcToBDE None

Durypa k

Tabavua...
Dopryna...

Pazpbie cTpaHWLB Ctrl+Enter

M 1C

Paspwie pasgena
Hymepauwna cTpaHiL,.. Alt=P

KonoHTUTy AR

M #

OrnagneHue

Cewinka... Ctrl+K
MepekpecTHan cobiAKa...

Jaknagka...

CHocka Ctrl=Alt=F

KommeHTapwi

Hata
Bpemn

OO|T & 3 & D

Pucynok 105 — Komananoe menio BeraBka
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— Ha nmanerm uHCTpyMeHTOB, B paszieyie BcraBka HakmuTe KHOIKY “*° (cM. Pucynok 106).

v —
Ha oTobpasuBiiielicst maHejid BCTaBKA HAXKMUTe KHOTIKY | 1] ([laTa).

AaBoBel AaB6Bsel ... @v @ (;’/) E] .

Jaronoceok 3 3aronosok 4
@ WzobpaxeHue... -~
:: TekcToroe none Q
() Durypa ¥
Tabavua... >
Qopmyna...

Pazpeie cTpaHuue

Paspwie pasgena

Hymepauna cTpaHiL,.

KonoHTHTY.B

OrnaeneHwe

Crulaka...

MepekpecTHan Cobka...

WEHoO@WS MOEGIIL &E C

3aknagka...
1
CHocka
KonmmeHTapwia
R
31 fata

@ Bpema

Pucynoxk 106 — Ilanenb BcTaBku
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YroOBl BCTaBUTh B IOKYMEHT TeKylllee BpeMsl, BBIIIOJIHUTe Clle[yIolie NeiCTBUS:
1. VYcraHoBuTe Kypcop Ha TO MeCTO, KyZia He0OX0/IMMO BCTaBUTh TeKYyIllee BpeMsl.
2. BrinonHrTe KOMaHAy BCTaBKU OJIHMM U3 CJIelyIOIIUX CIIOCODOB:
— Bribepute nyHkT KoMaHHOrO MeHI0 BecraBka > Bpems (cm. Prucynok 105).
— Ha mnaHenu wuWHCTpyMeHTOB, B pa3fene BcraBka HaxmuTe KHONKY -===. Ha

OTOGpA3UBILeICA TAaHeIM BCTABKU HaXKMUTe KHOIIKY | ) (Bpemst) (cm. Pucynok 106).

Bcrasngemeie JaHHBbIe SBJIAIOTCS CTATHYHBIMH, TO eCTb He OOHOBIJISIOTCS IIprU U3MEHEeHUH

daKTUIeCKUX AaThl U BpEMEHHU.
2.2.9 Ilouck u 3aMeHa JAaHHBIX
2.2.9.1 Ilouck mo KOKyMeHTy
YToObI HAUTU JTAaHHBIE B TEKYIIIEM JIOKYMEHTe, BBIIIOJIHUTE ClIeJTyIolue eCTBUS:

1. OrtkpoiiTe nMaHesb MOKMCKA OJHUM U3 CJIeJIyIOIIHUX CIIOCODOOB:

— Bribepute nyHkT KoMaHHOTO MeH!O IIpaBka > Ilouck (cm. Pucynok 107).

Mpaeka Bcraska @Qopmar  ViHctpymedte Bug O

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeraeuTe Tonbko TekeT
BeTaeute uz Bydepa obmena r

£ KonwpoeaTe dopmMaTupoBaHiue Ctrl+5hift+C
MpuMeHUTE GopMaTHpOBAHWE Ctrl=Shift+V
BmaenuTe BCe Ctrl+A
JAWWTUTE OT MIMEHEHWIA
CHATE 38Kty

1 Mowck Ctrl+F

Pucynok 107 — Komananoe mento IlpaBka

— Ha 6okoBoit manenu Haxkmure KHorky () (cM. Prcyrok 108).
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\d Hoewii gokyment 1 - MoiOdumc - O *
Daiin  Mpaexa Bcraska Qopmat  MHctpyments  Bug  OBwwid goctyn  HaacTpoiikn  Cnpaska
v ¥, [ ﬁ v é KO Thames |v| | 14 |v| A7 AT =y =~ T~ TT
Sy 9 C € XK KUY = LvE€v Ev E=H~ T
Dann Mpaska WpudT AB3ay Crinn BecraBka ~
2 I | 2 3 4 s 6 7 g e w1z 13 "
= Q
Halitn
1
3aMeHWUTE Ha
3aMeHWUTE 3aMeHWUTL BCe
Mapametpbl noncka
Beck aokyMeHT hd
C yueTom perucrpa
3
Tonsko cnoea LenmKon
&
3aMeHATL € YUETOM perncrpa
v
£ >
CrpaHuua 1 w2 1 = ® + 100% v

Pucynok 108 — [1anensb moucka

— Haxwmure coueranue kiapuil Ctrl+F / 8Cmd+F.
2. 1lpu HEOOXOMMOCTH yKaXkuTe IapaMeTphl IIOKCKa:

— Becb npokymenT/bBe3 yuera KOJIOHTHTYJIOB — BBIIIOJIHUTH IIOMCK BO BCEM
JIOKyMeHTe, BKJIIo4Yasi KOJIOHTUTYJIbI (CM. pasfien 2.8.2), Wik BBINOJHUTH TIOUCK BO
BCEM JIOKyMeHTe, 32 UCKIIF0UeHHUEeM KOJIOHTUTYJIOB.

— C yueroM perucrpa — BBIIOJIHUTh MTOUCK C YUeTOM 3arjIaBHBIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.

— Tonpko cnoBa IeJIMKOM — HAWTU TOJBKO Ilejible CJIOBA, a4 He TeKCT, KOTOPbIM
SIBJISIETCS] 9aCThIO JIPYTOro CJIOBA.

3. B mose HaiiTi BBeguTe JaHHBIe JId IIOKMCKA.

Pe3ynbTarhl norcka nojcBeTsATCS B JoKyMeHTe. Vcronb3yiTe KHONKY < » TOJ CTPOKAMHU

IIOMCKd U 3dMEHHI, YTOOBI nepemMeniaTbCs 110 HaleHHbIM (bpar MEeHTaM.
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2.2.9.2 3amMeHa 0 IOKYMEHTY

YToObl HAWTH W 3aMEHUTb JIaHHble B TEKYIeM JIOKYMeHTe, BBLINIOJIHUATE CIIeyIolre

JeUCTBUSAL.

1.

6.

OTkpoiiTe naHeb OMCKA OJHUM U3 CJIeYIOIUX CIIOCOOOB:

— Bribepute nyHKT KOMaHgHOTO MeHo IIpaBka > Ilouck (cm. Pucynok 107).

— Ha 60x0Bo#t marenmu Haxmure KHOnKy () (cM. Pucynok 108).

— Haxwmure coderanue knaBuin Ctrl+F / Cmd+F.

[Ipy HEOOXOIMMOCTH YKAXKUTe TlapaMeTphbl ITOUCKA:

— Bech nokyment/bBe3 yuera KOJIOHTHUTYJIOB — BBIIIOJIHUTH IIOMCK BO BCEM
JIOKyMeHTe, BKJII04Yasi KOJIOHTUTYJIBI (CM. pasfien 2.8.2), WiIK BBIIOJIHUTH IIOUCK BO
BCEM JIOKyMeHTe, 32 UCKJIF0UeHHeM KOJIOHTHUTYJIOB.

— C y4eToM perucrpa — BbIIIOJHUTh ITOMCK C YYETOM 3arjlaBHbIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.

— Tonpko cnoBa HeIHMKOM — HAWTU TOJBKO Ilejible CJIOBA, @ He TEeKCT, KOTOPbIH
SIBJISIETCS] YaCThIO IPYTOr0 CJIOBA.

B noste Haitti BBeiuTe AaHHbIe 1S TTIOMCKA.

B cTpoky 3ameHuTH Ha BBe[UTe JJaHHBIE JJIsl 3aMeHbl WM OCTaBbTe MO0Jie MMyCThIM, eciid

TpebyeTcsl yAanuTh HakiIeHHbIM pparMeHT.

Eciyu 3ameHy TpebyeTcsi BBIIOJIHATH C y4YeTOM 3arjlaBHbIX U CTPOYHBIX OyKB B

HaMJIeHHOM TeKCTe, II0CTaBbTe qmaxcox 3aMeHATh C Y4€eTOM perucrpa.

Perucrp y4uTbIBaeTcs TOJIBKO IS [IEPBOI'0 CUMBOJIA B HAWIEHHOM CJIOBe.

Ilpumep: B TekcTe [IOKyMeHTa HeOOXOIMMO 3aMeHHUTb CJIOBO  do2o6op
Ha oBO KoHmpakm. llpu 3TtoM cioBo 0do2o60p MoXeT ObITh HANMMCAHO KaK CO
CTPOYHOM, TaK ¥ C 3arJIaBHOM OYyKBBI (HampuMmep, B Haudasle mpeiyioxkenus). [locraBbre
dnakok 3aMeHAITH C YyYeTOM perucrpa, 4robbl cJIoBO 0d02060p CO CTPOYHOU OYKBHI
3aMEeHWIOCh Ha CJIOBO KOHMPAKmM CO CTPOYHOM OYKBHI, a ciioBo J[o2060p C 3aryiiaBHOM
OyKBBI 3aMeHUIIOCH Ha cJIoBo KoHmpakm c 3arjiaBHOM OyKBHI.

3aMeHHTe JIaHHbIe OTHUM U3 CJIeAYIOIIUX CIIOCOOOB:

— Haxvure KHONKY 3aMeHHTh, YTOOBI 3aMEHUTh JIAHHbIE B TEKYIIIeM BBIJIeJIeHHOM

¢dparmenTe.
— Haxwmure kHONIKY 3aMeHUTH Bce, YTOObI OJTHOBPEMEHHO 3aMeHHUTD JJaHHbIe BO BCEX

Hal/IeHHbIX (pparMeHTax.
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2.2.10 Ccpuiku Ha 00pa3oBaTe/IbHBIE PeCypChl

[Tpunoxenne «MoilOduc Tekcr» B cocraBe makera «MorOdurc O6pa3oBaHHE» COAEPKUT
TaHeJTb CCbUIOK /17151 OBICTPOro Iiepexo/ia Ha pa3inyHble 0Opa3oBaTesibHble pecypchl (cM. PucyHnok 109).
Cnmcok ccputok Ha nmaHenu O6pa3oBaHue sIBJISIeTCS peJaKTUPYeMbIM M HACTPAWBAEeTCsl CUCTEeMHBIM
aIMUHUCTPATOPOM.

Yro6el OTKpHITHL HaHeab O6pa3zoBaHue, Ha GOKOBOW IaHEIM HAXMUTE HA KHOIKY f—T.
YT10OBI 1epeiTH N0 KaKOK-JINOO0 CChUIKe U3 CIMCKA, IIeJIKHUTE 110 Hel MbIibio. CChbUTKa OTKPOeTCs

B Opaysepe, KOTopbii uctosb3yercss B OC 1Mo yMOTYaHHIO.

\2d Hoswiii gokyment 1 - MoiiOduc OBpazosarne - O X

®aitn  Mpaeka Bcraska Qopmar  WHerpymente  Bug  OBwwid goctyn  Hapctpoitkn  Cnpaeka

v ¥, [ ﬁ v é XOThames |v| | 14 |~ A” AF [ — I R TT
Sy S C € X K Y = &4&v v =v &= HY T
Dain MNpaeka WpudT AB3ay CTuan Bcraeka -~
2 1y 2 3 4 5 6 7 8 g 1o 11 2 i
K 1=
EAWHEA Konnekuna LndpoBslx
! E‘ OBpazoBaTentHeX Pecypcoe O\
[7]  oc3.XpoHonaiinep
i Cucrema TecTMpoOBaHMA Let's test
[3]  TranslateRU
4
E A3Byka MolOduc
5
[7]  rno6anbHas naGopatopua
6
I W
< 3
Crparuua 113 1 - ® + 00 v

Pucynoxk 109 — Ilanens Oopa3oBaHue
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2.3 dopMaTupoBaHIe TEKCTa

2.3.1 lIpudTeI M cTHIN

[Ipu paboTe c TeKCTOM UCHOJIB3YIOTCS CTHIeBOe U MpsiMoe GOpMaTUPOBAHUE.

CruneBoe ¢opmaTupoBaHue — 3T0 0¢OpMJIeHHe OJHOTUIIHBIX JJIEeMEHTOB TeKCTa
(3arosIoBKOB, OCHOBHOI'O TeKCTa, IPUMEPOB U Jip.) C MHOMOINbio cTwied. CTuiieM Ha3bIBaeTCs
Habop mapaMeTpoB (OpMaTHpPOBaHHUS: HadepTaHWe M pa3Mep HIpU(TA, BbIpaBHUBAHUE TEKCTa,
ab3alHble OTCTYIIbI, MEXXCUMBOJIbHBIA MHTepBal U T.1. Hampumep, nsi opopmiieHuss OCHOBHOTO
TeKCTa HCIoyb3yercss CTWib OObruHBIA. [IpyM co3gaHMKM HOBOTO JOKYMEHTa JTOT CTHIIb
10 YMOJTYaHUIO IIPUMEHSIeTCSI KO BCEMY TEeKCTY.

[Ipsmoe ¢opmaTvpoBaHue 3aKJII0YaeTcs B IPHMEHeHHWHW [apaMeTpoB (pOpMaTHPOBaHUS
K IpOU3BOJIbHBIM ¢parMeHTaM U ab3aram Tekcra. lIpsmoe dopmaTHpoBaHMe UCIOIB3YyeTCs

B CO4YeTaHHHU CO CTHUJIEBBIM CbOpMaTI/IpOBaHI/IEM.

2.3.1.1 Ctuias Tekcra

Hasnauenwe cruns mno3BosisseT OBICTPO IPUMEHSTb OAMHAKOBOe (OpMaTHMpoBaHUe
JUIS1 Pa3HbIX (pparMeHTOB TeKCTa, HarpuMep, 0GOPMIISITh 3ar0JIOBKU Pa3HbIX YPOBHEM, CChUIKU U JIp.
Hnst opopmiieHUs] TeKCTa MOXHO HCIIOJIb30BaTh KaK IIpe/lyCTaHOBJIEHHble CTHJIM, TaK U CTWIH,

CO3[JaHHbIe BPYYHYIO.

2.3.1.1.1 Beiopars cTuib

ITo yMomyaHuIo NIpY CO3[@HNUH JIOKyMeHTa UCHOJb3yeTcsl CTUIb O0bruHbIM. CTUIIb TeKCTa
MO>KHO U3MEHUTb C ITOMOIIBIO [TaHeId MHCTPYMEHTOB MJIM OKHA OBICTPBIX JeHCTBUM.
YToObl U3MEHUTh CTWIb C IIOMOIIbIO TaHeJd WHCTPYMEHTOB, BBIIIOJIHUTE CJie/lyIolue
JeUCTBUS.
1. Yxaxwure ¢pparmeHT TeKcTa, Jyisl KOTOPOro TpeOyeTcs U3BMEHNUTDb CTUIIb:
— YToOBbl M3MEHUTb CTWIb JIJI1 OJIHOrO ab3alla, yCTaHOBUTE B HEro Kypcop WIH
BbIJIEJIUTE ero [[eJIMKOM.
— YrT0OBbI U3MEHUTH CTUJIb HECKOJIbKUX ab3alleB, BbIIEJIUTE UX I1eJIMKOM.
2. Ha naHenu WHCTpPyMeHTOB, B pa3zzeiie CTuiam BeiOepuTe TpebyeMblil CTUJIb U3 CIIMCKa
oToOpakaeMbIX CTWIEH WM HA)XMUTEe KHOIIKY :* U BblOepuTe CTWIb U3 BBbIIAJAOIIEro

criicka (cm. Pucynok 110).
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AaBoBe AaboB1 AaBoBB AaBoBel AaB6Bsl

1::5."-:-I-—:-I.-" 3aronoeok e TP | T e e P

Ctiani

AaBoBeITInEeE&Kx33UuMi

DBbIYHBIM

AaBoBBIT/InEeEéKmk33H

Jaronosok 1

AaBoBRI'T/InEeEéHx331nl

3aronoeok 2

AaBbBeI'rInEeEe k33 nllinK

3aronoeok 3

AaB6Bel'r/InEeE e 3a Il TitK ]

3aronoeok 4

AaB6Bel'r/InEeEéKu3aMulli KL

3aronoeok 5

+ Cosnarte HOBBIA CTWL

Pucynok 110 — Crincok crumnen

YTOOBI UIBMEHUTD CTUJIb C IIOMOIIBI0 OKHA OBICTPBIX AeMCTBUIA:
1. VYxaxure ¢pparmMeHT TeKcTa, Jyisi KOTOPOTro TpeOyeTcsi UBMEHUTDb CTUJIb:
— YroOBl WM3MEHUTb CTWIb [y OJHOrO ab3alja, yCTaHOBHUTE B Hero Kypcop WU
BBIJIEJIUTE ero IeJINKOM.
— YT0ObI U3MEHUTH CTUJIb HECKOJIbKUX a03alleB, BbIIeJIUTe UX I1eJINKOM.
2. OTkpoiiTe OKHO OBICTPBIX JEUCTBUIN OHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— Bribepute nyHkT komaHgHoro MeHo ChopaBka > DBeicTpele [nelicTBusS

(cm. Pucynok 111).

Cnpaeka

Cnpaeka F1

BoicTpmie geficTenA Ctrl+/f

Pucynok 111 — Komangnoe menio CripaBka



142
502220-29144487-2016-01 34
— Haxwmure coueranue kiasui Ctrl+/ npu pabore B OC Windows / OC Linux.
3. B oxHe 6wIcTpBIX AeucTBuii (cM. PucyHok 112) BeibepuTe TpeOyemblii CTUIIb OJTHUM U3

clegyrommx CIT0CODOB:

+ OOBIYHBIH
3aronosok 1
JaroaoBok 2
3aroaoBok 3
JaromoBok 4

JaroIoBoK 5

HA3BAHHME J10...

Ilod3azonofok
Konowtutya

CHocka

Pucynok 112 — OxHO OBICTPBIX AeHCTBUN

— Haunure BBOIWUTH Ha3BaHWe CTWIS B CTpoKe Ioucka. Korjma TpeOyeMbld CTHITb
0TOOpA3UTCs B pe3yjbTaTax IIOUCKA, BbIOEPUTE ero C MOMOIIbIO MBI WM KJIABUII
KJIaBUATYPHI:

e [llenkHUTE IO CTPOKE CTUJISI JIEBOWM KHOIIKOW MBIIIIH.
e BrpiieniMre CTPOKY CTHIISI C NIOMOIIBIO KJIABUII KiIaBUaTypbl CTpesika BBepx U
Crpenka BHU3 U HaxkmuTe kiaBuily Enter.
— IlpokpytuTte cimcok KOMaH/I 10 KOHIIA. B Gyioke cTuiiel 1Me;TYKOM MBI BbIbepuTe

TpeOyeMbIi CTUIIb.
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2.3.1.1.2 Co3gareb CTHIBL

[Tpunoxenve «MoiOduc TekcT» moamepXUBaeT BO3MOXHOCTh CO3/aHHUSI CTWIS Ha
OCHOBaHUM (pOpMaTHPOBAHUS BBIJIEJIEHHOTO TEKCTa WJIM TeKCTa, B KOTOPOM pacCIlOJIOXeH KypCop.
HoBslii cTiiib co3piaercs ¢ peycraHoBiIeHHbIM uMeHeM «CTuib 1», «Ctuib 2» U T. 1.

J171s1 co3maHust HOBOTO CTHJISI BBITIOJTHUTE CIIeTyIOIHe JeUCTBHUS:

1. Ilpumenute TpebOyemoe ¢opMaTUpOBaHWe K CJIOBY WIM ¢parMeHTy TeKcTa

(cMm. Pucynok 113).
2. Bbigenure naHHOe CJI0BO/pparMeHT WM MOCTaBbTe B HETO KypPCop.
3. Ha manenu uHCTpyMeHTOB, B pa3zeiie CTHIH HAXXMUTe KHOIIKY :=:.

4. B HmxHeln yactu BblIIIaZldtomiero CIIMCKd Ha’KMUTe KHOIIKY + COBZIaTI) HOBBIN CTHIb.

~ - + = w = = = B i_v R
AA - = = -.l- AaboBe = Aab0B1 AaB6BB AaB6Bel AaBoBel' |...|
ﬁ" £ '.E v | = 4= E[ ~ qq ‘ D6kl 4HbI A 3aronoeck 1 Formnonon Forenanon 3 Formnanoe —
AB3au Crinnm . - -

AaboBel T oEeEEACK3 311
/6 I4HbIH
AaBo6BeIr/InEeEeKx331
Jaronosok 1

«MoitO¢guc TexkcT» — yOOOHBIH pelakTop IS paboThl C TeKCTOBBIMH

JOKYMeHTaMH Jit00 0li CNOHCHOCTILL . R
AaBoBBIT/InEeE&Hx331ul

Jaronoeok 2

AaBoBeI't/InEek e m3snlTinK

3aronosok 3

AaB6BeIt/[zEeE eim3nl Kk

3aronosok 4

AaBoBeI'rIpEeEém3sHulTiKelL

3aronoBok 5

+ Cozpate HOBRIA CTWAB

Pucynoxk 113 — Co3nanve HOBOTO CTHIIS
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Co3zmaHHbBIN CTHIIb 0TOOPA3UTCs B BhIMajiaroneM criucke (cM. PucyHok 114).
JlocTymiHO co3maHue CTWied Ha OCHOBe HymepoBaHHbIX (1., 2., 3. ...) 3aromoBkoB. [lpu

CO3[JdHHUH TAKOI'O CTUJIA CXeMad HyMepaluu 6y11€T BKJIIOYeHad B CTHIJIb.

AaB6Bel'rIgEeEié a3z ulliKe L

JAronoBokK o

AABEBBFFI[I[EEE]

AaB6B6I=/18EeE e  ne3aHuH iKw/In

Mog3arcnoeok

AaEEuEBFr',[[,.IEEEé?ﬁmBaHuﬁﬁHmﬂ:MmHHD
KonoHTHTYA

AaB6BelrInEeEeKuIsMul K/ lnM

AaB6B6I2J0E eE &iyc33Huli

CTine1

+ Coznate HOBLIA CTWAL

Pucynok 114 — [lonb3oBaTenbCKuii CTUITb

2.3.1.1.3 PegakTupoBaTh CTHIb

[TapameTpe! popMaTrpoBaHus JTOO0TO CTUIISI MOXXHO U3MEHUTDb BPYYHYIO.
YTOOBI UBMEHUTD CTUJIb, BBIIIOJIHUTE ClleyIollye AeCTBUS:

1. Brimenurte ¢pparmMeHT TeKCTa, K KOTOPOMY IIpUMeHeH TpeOyeMblii CTUJIb.
Buecute Heo6xoMble naMeHeHUs B GopMaTupoBanue (cM. Prucynok 115).

Ha manenmu HUHCTPYMEHTOB, B pa3ziejie CTiwim HaKMHUTe KHOIIKY ===,

> W

B BbITIaIaIOIIEM CIIMCKe HaBeJuTe KYypCOp MbIIIHK HA Ha3BdHHUE 3TOro CTWIAd H

Ha)XXMUTe KHOIIKY ‘5 (OOHOBUTH CTHJIb 110 BEHIOpAaHHOMY (pparmMeHry).

HBMEHEHI/IH, BHeCeHHble B CTHJIb, aBTOMATHU4Ye€CKU IIpUMEHII0TCSd KO BCEM q)pal"MeHTaM

TeKCTad, K KOTOPbIM IIpUMeHeH IAQHHBIN CTUJIb.
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— " AaboBel AaB6Bi
ﬁ v &4 '.E v = 4= H w T DEbIMHbI A 3aronosok 1

AG3au Crnam

«MoiiOguc Texcm» — ydobHblil pedakmop dna padomsi ¢ mexkcmoGsiMu
DOKYMeHmaMU 110001l COHCHOCILL

AaBOBE AaB0Bsl AaB6B6 |...|

AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABEBBBIT/JIEEE]

Ha3paHwe dokymexTa

AaB6B6I=[oEeE XK nc3sHuliKw/In

Moasaronceok

AaBaBsll r,[[;EEEé)KHcB:HuﬁﬁKKJ’[:{MMHHD

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

LHOCKa

AaB6B6I2/I0E eE édnc3zHuli
Crune 1 b [}]j[

+ Co3aath HOBLIA CTUAL

Pucynok 115 — KHOnKM peiakTHpOBaHUs U yIalleHUsl CTUJIS

2.3.1.1.4 Yaanuts cTUIL

[Tpu HeobxomuMocTH 1000 CTHIIb, CO3[IAHHBIM BPYYHYIO, MOXKHO yHAnuThb. Iy 3TOTO

BBIIIOJIHUTE CJIeIYIOIIHe JIeMCTBUS:

1. Brimenurte ¢pparmMeHT TeKCTa, K KOTOPOMY IIpUMeHeH TpeOyeMblii CTUJIb.

2. Ha nmanemm HUHCTPYMEHTOB, B pa3ziejie CTiwim HaKMUTe KHOIIKY ===,

3. B BbIIIaidloieM CIIMCKe HaBeuTe KypCOp MBbBIIIN HA Hd3BdHHe 3TOr'0 CTUJI U HAXKMUTe

kHorky W (YaamuTe cTiis) (cM. Pucynok 115).

ITocne yaajieHusda CTUJId KO BCeEM Cl)pal"MeHTaM TeKCTa, O(i)OpMJ'IEHHbIM B JAaHHOM CTHUIIe,

npuMeHsieTcss OOBIMHBIN CTHIIb.



146
502220-29144487-2016-01 34

2.3.1.2 lllpudt

[To ymonmyaHuiO TIpU CO3MAHUM JOKyMeHTa B mnpuioxeHun «MonOduc Tekcr»
ucnosnb3yercs mpudTt XO Thames.
YT0o6b! UI3MEHUTD MIPUPT, BBIIOJIHUTE CIIeAYIOLIe 1eHCTBUS:
1. Brimenure Tpebyemblit GparMeHT TeKCTa.
2. Ha nanenu uHCTpyMeHTOB, B pa3zzeiie IlIpudT menkHuTe CTpesky crpaBa OT Ha3BaHUs
tekyiero mpudrta (cMm. Pucynok 116).

3. B orkpbiBiIeMcs ciucKe BbibepuTe TpebyeMblii MIPUQT.

Muctpymentsr Bug  OBwwit goctyn Hagctpoikn  Cnpaeka

é | X0 Thames \&L 14 |» AT AT = v
A 4
Q ~" KO Thames i v &« M=
Ab3ay
Cormorant 4 5

PT Astra Sans

PT Astra Serif

PT 5ans

PT Serif

KO Caliburn

KO Courser

KO Oriel

KO Orel Condensed

X0 Tahion

Pucynok 116 — Crivcok mipudToB

Pexomenpyercs  ucnosmbp3oBarth  mpudThl  cemedictBa X0, 4TOOBI  COXpaHATh

¢dbopmaTrpoBaHye JOKYMeHTa Py ero OTKPLITUU B JPYTUX OllepallMOHHBbIX CUCTeMaXx.
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2.3.1.3 Pazmep mipudra

YroObl M3MeHUTH pa3Mep HIPUETa, BHIIOJIHUTE CIle/lyIoIye 1eHCTBUSL:

1. Beinenute Tpebyemblii pparMeHT TeKCTa.

2. Ha nanenu uHCTpyMeHTOB, B pa3fene IIpudT menkHuTe CTpesky clipaBa OT pa3Mepa
teky1ero mpudra (cm. Pucynoxk 117).

3. B oTKpBIBIIEMCS CIIHCKe BBIOEpUTEe HeOOXOIUMBIN pa3mep mpudTa.

Ecim HeobxoiuMoro pa3Mepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4HYy0. [jis aToro:

1. Ha maHenu mHCTpyMeHTOB, B pazfesne IIIpu¢T BeimenuTe Tekylee 3Ha4eHHe pa3Mepa
mpudTra.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe pazjendresis i JIPOOHBIX 3HAUEHUH
ycnosb3yiTe 3ansaTyto. Hanpumep: 21,5.

3. Haxwmwure knaBuily Enter Ha kyiaBuarype.

MHcTpymentss Bug  OBwwi goctyn  Hagctpolkw  Cnpaeka
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Pucynok 117 — Pazmep mipudra
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st yBenmudeHusi padmepa mpudTa Ha OJIHY €AWHUILY BBIIOJHUTE OJJHO M3 CJIeAYIOLIUX

IeUCTBUM:

— DBroibepute nyHkT koMaHgHoro MeHio Popmar > IllpudTtel > YBenuuuTs pasmep

mpudTa (cM. Pucynok 118).

Wopmar  WMeotpyments Bug  OBwwi goctyn Hapcrpoikw  Cnpaexa

OuncTnTe fopMaTMpoBaHKue Ctrl+5pace

4 v AT AT =y = = =
Wipndproa P X TNMonyswmpHoid Ctrl+B
BripaeHweaHne » K Kypcue Ctrl=|

Y MoguepkHyToiii Ctrl+lJ
WzocbBpaxernue »
Tabauua p AT YMEHBWWTE pasmep WpWdTa

At ¥eenwuuTe pazmep wpudTta

Pucynok 118 — Komananoe mento ®opmar

— Ha namemu mHCTpymeHTOB, B pasgene IlIpudr Haxkmure kHonky A (VBeawuuTsb

pa3mep mipudTa) (cM. Pucynok 119).

WMuectpymentsr Bug  OBwwit goctyn HagcTpoikn  Cnpaeka
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Pucynok 119 — Knonku yBenuieHUs: U yMeHbIlIeHUs pa3mepa mpudTra

I[J'[ﬂ YMeHbIIIEHHUd pd3Mepa mpucl)Ta Ha OJHY €eOWHUIY BBIIOJIHWUTEe OJHO U3

CIIeJTYIOIUX JeUCTBUM:

— Bruibepute nmyHkT komaHaHoro meHio ®opmart > IllpudTel > YMeHBIIUTH pa3mep

mpudTa (cM. Pucynok 118).

— Ha nanemu unHcTpymeHTOB, B pazfene IlIpudt Haxkmure kHOonky 4 (YMeHBIIUTH

pa3mep mipudTa) (cM. Pucynok 119).
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2.3.1.4 Odopmiienne Tekcra

B npunoxennu «MoiOduc TekcT» MOXHO mO-pazHOMY OGOPMIIATH PparMeHThI TEKCTa,

YTOOBI BbIJI€JINTb UX HA Cl)OHe OCTaJIbHOT'O COAEpP>XXHUMOI'0 NOKYMEeHTd.

B Ta6JII/IIIe 2 IpeacCTaBJIeHbl BdPHUAHTBL O(l)OpMJIeHI/ISI TeKCTa C COOTBETCTBYIOIIWUMU

KOMaHJIaMU.
Tabnuna 2 - OdpopmireHue Tekcra
Knonka Ha maHenIu Coueranme
Odopmiienne HHCTPYMEHTOB,
IIyHKT KOMaHAHOI'0 MEHIO kiaaBum B OC
TeKcTa B pajieie Windows/Linux
«IpudpT»
Homyxupusiii | @opmar > Hlpudte! > [lomyxupHbII XK Ctrl+B
Kypcu6 ®opwmart > pudTs! > Kypcus K Ctrl+I
[MogvyepkuyTeii | Popmat > lllpudTer > [loguepkHyTHIH Y Ctrl+U
BCE ®$opmar > llpudTe > . .
TTIPOITUCHBIE | Bee mpommcbie AB Ctrl+Shift+A
3 . ®opwmart > lpudTe! > ™ B
3auepKHYThIN '
Honcrpounsiin SHAK CDOPMaT ” LHqu)TbI g HOHCTquHHH won > XE Ctrl+=
3HAK
Hayicrpoumbiit oo 1o ic;iMaT > lIpudTe! > HagcTpouHsiit s X2 Ctrl+Shifi+=
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2.3.1.5 IIBet Texcra

YroObI M3MeHUTH 11BeT MIpHU@Ta B TEKCTe, BHIIIOJIHUTE CIle/lyIoIye 1edCTBUSL:

1. Brbinenute Tpebyemblii pparMeHT TeKCTa.

2. Yrobbl BBIOpaTh IMOCTEIHUM 1IBET, KOTOPbIA MPUMEHSJICS K IIPUPTy paHee,
Ha IIaHeJM WHCTPyMeHTOB, B pasfeiie IlIpu¢T HakmuTe KHOIKY i (IIBer Tekcra)
(cMm. Pucynok 120).

3. YroObl BeIOpaTh IJIs TeKCTa APYrod IBeT, HAXKMUTe Ha CTpeJIKy CIpaBa OT KHOIIKU
i (IIBet Texkcra).

4. BribepuTe HEOOXOIUMBIH [IBET OJTHUM U3 CJIeIyIOIINX CIIOCOOO0B:

— Bruibepute momxopmsmuii nBer B 6Omoke Ilociemnue nBera. B mganHOM Oiioke
0oTOOpaXkaloTCsl IITh  IOCJIe[IHUX IIBETOB, KOTOPble MCIIOJIb30BAIMCh IIpU
¢dbopMaTrpoBaHNU JOKYMeHTa paHee.

— DBroibepute mnogxopsmmii nBer B Onoke IlBera Tembl. B pganHOM  Giloke

0T06pa>1<aeTc;1 [IBETOBaA MaJIruTpa TeMbl TeKyliero JOKyMeHTa.

HoTpymedTe  Bug  OBwwid goctyn  HagctpoRkw  Cnpaska

XO Thames v 14 v AT AT Ty = = = =
mr:5m$un&%§wﬁa+:gav
WpudT

LlpeTa TEMb

b
HEEEEE

Jpyruve ueeTa...

Pucynok 120 — [IBet Tekcra
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— Haxmure kHomky JIpyrue mnBera. B oTkpeiBmiemcs oxkHe Bpibop mBera
(cm. Pucynok 121) ykaxkute Tpebyembiii mBeT B Bune HEX-koma wmu B dpopmare

RGB u naxxmure kHoriky OK.

BuiGop ueera x
Hex-kog MpeanpocmoTp
o |
KpacHwia 3eneHmid CHHKMIA

R

{
g

Pucynok 121 — Okno Beroop nBera

2.3.1.6 IiBeT BoIeICHHS TEKCTa

[Ipu paboTe Haa [OKyMEHTOM OTHeibHble (GparMeHTbl TeKCTa MOXHO BbIIEJSATh
pa3IMYHBIMU I[BeTaMH ([0 TUITy Mapkepa), YTOObI cfeflaTh UX 3aMeTHee Ha (OHE OCTaJIbLHOTO
COJIEP>KMMOT0 JIOKyMeHTa.

YTOOB!I BBIJIEIUTH TEKCT I[BETOM, BBIIIOJIHUTE CJIeIyIole 1efCTBUS:

1. Beigenure TpeOyeMblii pparMeHT TeKCTa.

2. Ha manenu uHcTpyMeHTOB, B pa3ene IIpudT HaXkMuTe Ha CTPEJIKY CIIpaBa OT KHOIKHU

L (IIBet BBImesienus Tekcra) (cM. Pucynok 122).
3. B oTkpbiBlIelcs mNanuTpe BblibepuTe HeoOxomuMbiid 1BeT. llociiemHue ueTwipe

WCII0JIb30BAHHBIX I[BeTa 0TOOPaXkatoTCsl HaJ| MAJTUTPOH.

YroObl OBICTPO BBIIEIUTH TEKCT IIOCIEe[HMM MCIIOIb30BaHHBIM IIBETOM, BBIIIOJIHHATE
clleflyIolye AelCTBUS:

1. Brigenure TpeOyeMblii GparMeHT TeKCTa.

2. Ha nanenu uHCTpyMeHTOB, B pa3iese IlIpu¢T HaxkmuTe KHOIKY & (IIBeT BBIIEICHUS

TeKCTa).
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WMreTpymenter Bug  OBwwi goctyn  Hagctpobkw  Cnpaeka
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Pucynok 122 — [IBeT BbIziesieHUsI TeKCTa

YT0o6BI OTMEHUTH BblJleJIeHHe TeKCTa I[BeTOM, BBIIIOJIHUTE CJIe/lyIole JeHCTBUS:

1. Beimenure TpebyeMblii GparMeHT TEKCTa.

2. Ha mnanemu wuHcTpyMeHTOB, B pasfene IlIpu¢T HaxMuTe HaA CTpeiKy CIipaBa
OT KHOITK! £ (IlBeT BBIJIEJICHMS TEKCTA).

3. B oTkpbIBIIeNCS NanUTpe HaXkMuTe KHOIIKY be3 nBera.

2.3.2 BoipaBHUBaHNe U HHTePBAJIbI

HaCTpaI/IBaeMbIe BbIpdBHHUBdHNWEe, WHTEpPBaJIbl U OTCTYIIbl HMCIIOJIb3YIOTCA IJId KOppEKTHOﬁ
OpraHr3dlilMi TeKCTa. Bnaronapﬂ OTUM IIdpaMeTpaM MOXHO BH3YdAJIbHO pa3fedTb TeKCT B
COOTBETCTBHH C LeJIsSIMHU I10JIb30BaTeJIdl.

YTobBl H3MEHUTH IIapaMeTpbl HA4 JTalle CO34dHUAI ¢aﬁna, BBEITIOJTHHUTE HEO6XOJII/IMbIe
KOMaH/HbI. Ecmu m3meHeHus BHOCSTCS B yxKe CYIJ_IECTBYIOH_II/Iﬁ JOKYMEHT, BbIIe/InTe Cl)paFMEHT,

IapaMeTpbl KOTOPOT'O HQOGXO,HI/IMO HN3MEHUWTD, IpeXxJae 9eM BBLIIIOJIHATL KOMaH/IbI.

2.3.2.1 BrlpaBHUBaHHe 110 TOPHU30HTAIN

YTOOBI BBIPOBHSATH TEKCT 110 TOPU30HTAJIHU, BBIIIOJIHUTE ClIelyIol1e JeHCTBUS:
1. Boigenurte pparMeHT TEKCTa, sk KOTOPOTO TpeOyeTcs HACTPOUTH BbIpaBHHUBAHUeE.

2. BroimosiHuTe OHY U3 KOMaH/I, TTpeicTaBlIeHHbIX B Tabuuiie 3.

BpraBHI/IBaHI/Ie II0 TOPU3OHTAJIM IIPOHUCXOAWUT B PpaMKaX OTCTYIIOB, 3dJddHHBIX IJid

penakTHpyeMoro ab3aria.
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Tabmmna 3 — BelpaBHUBaHHIE 110 TOPU30HTAIH

Knonka Ha
TaHeIu CoueraHune KIaBHII
ITosoxkenue TekcTa ITyHKT KOMaHHOT'0 MEHI0 HHCTPYMEHTOB, B OC
B pa3neie Windows/Linux
«Ab3am»
®opmar > BripaBHUBaHue >
ITo neBoMy Kparo BEIDOBHATE TEKCT 110 JIeBOMY = Ctrl+L
Kparo
®opwmar > BripaBHuBaHuEe > —
[To nienTpy P p = Ctrl+E
[Io uentpy -
dopmar > BripaBHuBaHue >
[To nmpaBoMy kpato BBIpOBHATE TEKCT 1O IIPaBOMY = Ctrl+R
Kparo
dopmar > BripaBHuBaHue > —
[To mupune P P = Ctrl+J

BprOBHHTI: TeKCT I10 HIMpHUHEe

2.3.2.2 BrlpaBHHBaHHe 10 BePpTHKAJIHN

BripaBHMBaHMe 110 BepTUKa/IM IIPUMEHSIeTCs TOJIbKO JJIsl COAep XKUMOro Tabiuiel. KHonku
BBIDaBHMBAHMS OTOOpaXkatoTCsl Ha IIaHeJId UHCTPyMeHTOB (cM. Pucynok 123), eciu Kypcop
YCTaHOBJIEH B Ta0JMIle WU BblfieieH 3jIeMeHT TaO/IUIIbl/TabJvIia [eJIMKOM.

YT0ObI BLIDOBHSTH TEKCT B TabjMIle IO BePTHUKAJIM, BBIIIOJIHUTE CleyIolre eHCTBHUS:

1. Boipenure s35eMeHT, [i71s1 KOTOPOTO HEOOXO/IMMO HACTPOUTh BbIPABHHUBAHUE:

— 4TOOBI BHIPOBHATDH COZIepXKMMOe OTHOM STYelKH, Bbl/IeJINTe ee WIM YCTaHOBUTEe B Hee
Kypcop;
— 4TOOBI BLIPOBHSTH COJ/IEP>KMMOEe HECKOJIbKUX siueek, CTOJIOIOB MU CTPOK, BbIJIeIUTe
JJAHHBIe 3JIeMeHTHI TaOJIUIBL;
— 4TOOBI BBIPOBHSATH COZIEPXKUMOe BCel TabJIUIThl, BbI/IeJINTe TabyInIly IeJIUKOM.
2. Ha maHenu MHCTPYMeHTOB, B pasjene A63am HaKMHUTe KHOIIKY | .

3. Boibepure c11iocob BIpaBHUBAHUS YKA3aHHOTO 3JIEMEeHTa:

1" (Ilo BepxHeMy Kparo) — BLIDOBHATH COJIEPXKUMOe 10 BePXHEeMy Kparo S9eiKH;

A y
~+ (BBIPOBHSAITH TEKCT IO IIEHTPY) — BEIPOBHSTH COZIEPXKUMOe I10 LIeHTPY SYeMKH;

-l (Ilo mmxHeMy Kparo) — BHIDOBHATH COIEPKUMOE 110 HMKHEMY Kparo S9eiKH.
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Pucynok 123 — UHCcTpyMeHTbI BbIpaBHUBAHMUSI 110 BEPTHUKAIU

2.3.2.3 MexkCTpOYHBIH HHTepBa

Me>xCTpouHBIN MHTEpBajl — 3TO pacCTOsIHUe MeXXAy cTpokaMu ab3ara. [lo ymondanutio s
BCEro TeKCTa YCTaHOBJIeH UHTepBal 1.

[Tpu HEO6XOAUMOCTH MEXCTPOYHBIM UHTepBall MOXXHO U3MEHUTh Kak JIJIsl BCero TeKCTa, TaK
U JUld OT[elbHbIX abszaieB. 3HaueHHWe MEXCTPOUYHOIO WHTepBajla MOXHO BbIOpaTb U3
IIpeJlyCTaHOBJIeHHBIX 3HaUYeHUM WM yKa3aTb COOCTBEHHOe.

[Ipu BBIOOpE IpefyCTAaHOBJIEHHOI'O 3HAYeHHs MeXIOYCTPOYHBbIM WHTepBal paBeH
IIpoM3Be/leHrI0 pa3Mepa IpudTa Ha ykazaHHOe 3HadeHWe. Hampumep, eciv [yl BbIJEIEHHOTO
abzara BelOpaH mipudpT 12 0T M ABOWHOM MeXIYCTPOYHBIA WHTEpPBAJl, TO PACCTOSIHUE MeXOy
cTpokamu ab3aria 6ynet paBHo 24 nT (12 ot x 2).

YT0o6B! HA3HAYUTD IIpe/lyCTaHOBJIeHHBIN UHTepBaJl, BHIIOJIHUTE CIeAAyIole 1efCTBUS:

1. Breinenure TpeOyemblii pparMeHT TeKCTa.

2. Ha mnaHenu WHCTPyMeHTOB, B pasfeie A@3am HaXMUTe KHOIKY, Ha KOTOPOH

oTo6pakaeTcs TeKyllee 3HaUYeHKe uHTepBana. Hampumep: | (cm. Pucynok 124).

3. B OTKPbIBIIEMCH CITUCKe BbI6epI/ITe HGO6XOJII/IMO€ IpeayCTaHOBJIEHHOE 3HAYeHHe.

At Ty == =E == 1w
- - T T - ~ [y | AaRARe AaRnBi]
& v 111: v = 4= H w ( g . 1
= - 11 Ogwnapheii
AB3ay .
g 5 7 I 1,15
s 15
2 Jeoiinoit
I MponzECABHBIA WHTEpEAN...

Pucynok 124 — Beibop MeXCTpOYHOTr0 MHTepBaja

YToOBI HA3HAYUTH TTPOM3BOJILHBIA UHTEPBAJI, BHITIOJIHUTE CIIeIyIolre NeHCTBHUS:
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1. Boigenurte TpeOyeMbidi pparMeHT TEKCTa.
2. Ha mnaHenum WuWHCTpyMeHTOB, B paszgeie A03al HaXXMUTe KHOIKY, HAa KOTOPOH
oTo6paXkaeTcs TeKylllee 3HaYeHHe MHTepBana. Hanpumep: 1 (cM. Pucynok 124).
B otkpsiBIIeMcs crivcke BbibepuTe MyHKT IIpou3BosIbHBIN HHTEPBaJI.
4. B okue IIpousBosbHBII HHTEpBaa (CM. PucyHok 125), B BbINIafaroIieM CIIMCKe CJieBa

YKa)kKUTe CII0Cob pacueTa MHTepBasa:

MpouzecAEHEIA MHTEREAN x

Muo#WTEIE ¥ 1,15 w

Pucynok 125 — OxHo IIpon3BoJIbHBIN HHTEpPBaJ

— MHoxuTenb — MeXIYCTPOYHBIM KHTEpBajl, KOTOPBIA YBeJIMYUBAeTCS WIIN
yMeHbIIIaeTCsi B COOTBETCTBMU C YKa3aHHbIM MHOXuTejaeMmM. Muoxurensb 1,00
COOTBETCTBYeT OAWHAPHOMY HWHTepBaly. MHoXuTenb Oosbllle  eqUHUITBI
yBeJIMUMBaeT WHTepBasl. Hampumep, MHoxuTenb 1,2 yBelnMuvBaeT HWHTepBall
Ha  20%. MHOXUTeNIb ~ MeHblle  eJUHUILI  yMeHbIIaeT  HHTepBall.
Hanpumep, maoxwurens 0,7 ymenbiaet uatepsai Ha 30%.

— Touno - ¢uUKCUpPOBAaHHBI WHTEpBaJl, paBHbIM 3HAUYEHHUIO, YKa3aHHOMY
B TIIOoJie CIlpaBa. J3HAueHWe YyKa3blBaeTcsi B MNyHKTax (nT). B  oriauume ot
IIPOM3BOJIBHOTO  WHTepBajla,  (GUKCUPOBAaHHBIA  WHTEpBaJl He  MeHseTcs
IIPU YMeHbIIIeHUH/yBeIMuYeHUH pudTa.

— MuHuUMYM -~ MUHUMAaNbHO [JIONYCTUMBIM UWHTEpBajl, paBHBIA 3HAYEHUIO,
yKa3aHHOMY B TI0jle CIlpaBa. JHayeHWe yKa3blBaeTcsl B MYyHKTax (1IT).
[Ipu yBenuuenuny pasmepa mpudra wWiM A00aBIeHUH B CTPOKY CHMBOJIOB,
BBICOTa KOTOPBIX OTJIMYaeTCss OT OCHOBHOTO mIpudTa (HampuMep, HAJCTPOUHBIX U
MOJICTPOYHBIX 3HAKOB), 3HaUeHHWEe WHTepBajlia MeXIy CTPOKAaMH PpPaCcCYUTHIBAETCS
aBTOMATUYeCKHU.

5. B moute cripaBa ykakuTe 9MCIIOBOe 3HaueHHe Jisl BBIOpaHHOTO criocoba pacyera.
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6. Haxmure kHomnky OK.

2.3.2.4 MexxCUMBOJILHBIN HHTEPBa

MeXCUMBOJIBHBIM ~MHTEpBajl — OTO pacCTOsSiHAe MeXJy CHUMBOJIAaMHM B  TeKCTe.
MeXCUMBOJIbHBIM HMHTepBajl MOXeT OBITb YIUIOTHEHHbM, OOBIYHBIM U pa3pe’keHHBIM.
ITo ymosrganuto Aj1sl Bcero TeKCTa BbIOpaH 0ObIYHBINA MeXKCUMBOJIbHBIM HHTEepBaJl.

TuUI MeXXCHMBOJIBHOI'O MHTEepBajla MOXXHO BBIOpAaTh C IIOMOIIBI0O KOMaHIHOTO MEHI0 WU
IIaHeJId MHCTPYMEHTOB.

Y1oObl U3MEHUTb MEXCUMBOJIbHBIN MUHTEpPBall C IIOMOIIbI0 KOMaH/HOTO MEHIO, BBITIOJIHUTE
cllefiyIolive AefCTBUS:

1. Beimenure ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOUTb MeXXCHUMBOJIbHBIH

VHTepBaJl.
2. Brpibepure myHKT koMaHgHoro MeHio ®opmar > lpudrter > MemxcuMBOIBHBIN
uHTepBal (cM. PucyHnok 126).

3. B oTkpbiBIIeMcs IOJIMeHIO BbIOepuTe TpeOyeMblii THII UHTepBaa.

Dopmat  VHctpymentes Bug  OBwwil goctyn  Hagctpokikw  Cnpaeka

OuncTuTe dopmaTvpoBaHue Ctrl+Space 14
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BmpaeHweanue r by 37T Carl=l CTHAM
Y MoguepkHyTri Ctrl+U
WMzobpaxedne »
ey p A YmeHbwwTe pasmep wpudTa
AT YeennuwTe pasmep wpwudTa
T SauepkHyTHIA
¥*  HagcTpounsii 3Hak Ctrl+5Shift+=
¥z [MogcTpodudbii 3HaK Ctrl+=
AB Bce nponucHele Ctrl+Shift+A
MexcnMBONEHBIA MHTEPBEA P AR YnnoTHEHHBIRA

AR OBbYHBIA

AR PaspeweHHbIi

Pucynok 126 — Komananoe mento ®opmar
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Yrobbl M3MEHUTh MEXCHMBOJIBHBI WHTEpBAal C IOMOINBIO TAHEeJd HWHCTPYMEHTOB,
BBITIOJIHUTE CJIeTyOIUe IeHCTBUS:
1. Bwimenute ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcs HACTPOUTh MEXCHUMBOJIbHBIN
HWHTEepBaJl.
2. Ha nanenu uHcTpyMeHTOB, B pa3zeiie IIpudT HaXkMuTe KHOMKY === (cM. Pucynok 127).

3. Bribepure TpeOyeMbli THIT HHTEpBaa:

5?.’ — YIUIOTHEHHBIH,
AB _ 06bIanbIiL,
A B

-~ — pa3peXeHHbI.

Dopmar  WMHotpymenter Bug OBwwi goctyn Hapgerpoiikw  Cnpaeka
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Pucynok 127 — Beibop MeXCUMBOJIBHOTO UHTepBasia

2.3.2.5 UHTepBaNbI M OTCTYNHI 1151 ab3aneB

Jliis n3MeHeHMsI HACTPOeK OJIHOTOo ab3alja yCTaHOBUTE Kypcop B Jito60oe MecTo 3Toro absara
WIA BbIJIeIUTE ero IeJukoM. Jljis M3MeHeHHsT HACTPOeK HEeCKOJbKUX ab3alleB BBbIENIUTE HX
IEJINKOM.
Yrobbl HAaCTPOUTH WMHTEpBalbl U OTCTYIBI BbIOPAaHHBIX ab3alleB, BBIIOJIHUTE CJelyoliue
JeUCTBUS:
1. Ha maHemM MHCTpYMeHTOB, B pa3fiesie Ab3an HaxMuTe kHorKy |=| (HacTpoiiku a63aia)
(cMm. Pucynok 128).
2. B oTkpbiBIIEMCSI OKHe yKakuTe HeoOXOAMMble YMCIIOBble 3HAUeHWs ISl CJIeyHOIuX
I1apaMeTpoB:
— IlepBas crpoka — paccTosiHUe OT JIeBOTO IOJIS JOKYMeHTa JI0 IIepBo CTPOKH B ab3arie;
— Orcryn ceBa — pacCcTosiHUe OT JIeBOT'O TIOJISl IOKyMeHTa J10 ab3ala;
— OrTcTyn cripaBa — pacCTosiHUe OT IIpaBoOro MoJisl JOKyMeHTa 10 ab3ara;
— HWHTepBas 1o — MHTEPBaJ MeX/ly TeKYIIUM U IpeblIyIUM ab3areM;

— VaTepBaJ nocjie — MHTEPBal MeX]y TEKYIIUM U MIOCJIeYIOIIUM ab3arem.
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[Tons B mokymMeHTe HaACTpPaWiBalOTCS C TIOMOIbIO JinHeek (cMm. pasgen 2.9.1) unm okHa

IIapameTtps! cTpanuibl (cM. pasaen 2.8.1).

Cnpaeka

AN =y = = = = v
AaboBe  AabbBi
£ o ! i w = A= :E[ w C|'|' ! OBbIYHbI Faronosok 1
AB3au I}’
HacTpoikn abzaua, cm
Mepean cTpoka 0,00 :
Orcyn caeea 0,00 :
Oretyn cnpaea 0,00 t
MHTepean po 0,00 $
MHTepean nocne 0,00 :

Pucynoxk 128 — Hacrporiku ab63arna

YT0oOBI OBICTPO YBeNWYUTHL ab3aIHbIM OTCTYM Ha 1,25 cM, BBIIIOJIHUTE OJHO U3 CIIeAYIOIINX
IeUCTBUMH:
— Bribepute myHKT kKOMaH/IHOTO MeHIO ®PopMaT > BbhIpaBHHUBaHHe > YBeJIMYUTH OTCTYII

(cMm. Pucynok 129).

Dopmat  ViHeTpymente Bug  OBwwi pocyn HagcTpoikw  Cnpaeka

OuMcTHTE doprmaTUpoBaHue Ctrl+5pace v A A+ = o =

-
——
I

Wpudres Ae & s e = 5= H w
L] T— [ —_—
BripaeHKBaHWe F = BoipoBHATE TEKCT NO NEBOMY KParD Ctrl=L
= 1 Ctrl+E
HMzobpaxeHwe L @ HEHTRY =
T y = BHIpoBHATE TEKCT NO NpaEowMy kpato Ctrl+R
= BwpoedaTte TEKCT No WKpKHE Ctrl+)
3= ¥YeenmuwTe oTcTyn
€= YMeHbWWTE oTCTYN

Pucynok 129 — KomanaHoe menio opmar
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— Ha manermm uHCTpyMeHTOB, B paszieyie Ab3ar HakMUTe KHOMKY += (YBeJIHMYHUTH OTCTYI)

(cm. Pucynok 130).

At sy = = = = v
AabboER
& 11E w = 4= :E[ e C|'|' OBBIYHBIF
Ag3ay CTinm

Pucynok 130 — KHonky yBenu4eHUs: U yMeHbIIIeHUsI OTCTyTIa

YT06b! OBICTPO YMEHBIINUTH a03alHbIM OTCTYI Ha 1,25 cM, BBIIIOJIHUTE OIHO M3 CJIeAYIOIIUX
IeUCTBUMH:
— Bribepute myHKT KOMaHIHOTO MeHIO PopMaTt > BeIpaBHUBaHue > YMeHBIINTD OTCTYII
(cMm. Pucynok 129).
— Ha manenmu uHCTpyMeHTOB, B pazzerie Ab3al HaKMUTe KHOMKY = (Y MeHBIIMTh OTCTYII)

(cm. Pucynok 130).

VYBenuuenue abszarHOro oTcTymna Ha 1,25 €M MOXHO TakKXKe BBIIOJIHUTH C TOMOIIbIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbIlleHHMe — C TIOMOIIbIO KJIaBUIIK KiaBuaTypbl Backspace
(OC Windows u Linux). IIpu 3ToMm, ecimu oTcTyn MeHsieTcs AJisE OJHOro ab3ara, To HeobXoauMo

BBIIEIIUTDL 3TOT 86381_[ [eJIMKOM WM YCTAHOBUTL KypCOp CTpPOr'o B HA44JI0 86381_18.
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2.3.3 Criucku

B npunoxenun «MoitOduc TekcT» MOXXHO co3faBaTh MapKHMPOBAaHHbIe U HyMepOBaHHbIe

CIIMCKH.

B MdPKHUPOBAHHBIX CIIMCKaX KQKIbI1 HOBBIM IIYHKT OTMe4YadeTCsd MdpKepoM, B

HyMepOBaHHbBIX — YUCJIOM WJIU OyKBOM.

2.3.3.1 Co3gaTs cCiuCcoOK

YTo06BI CO31dTh CIIMCOK, BBIIIOJIHUTE ClieJyroniye JEeUCTBUSI:

1.

BrienuTe ¢parmeHT TekcTa, KOTOpPbIM HeO0O6XOAMMO IIpeoOpa3oBaTh B CIIMCOK, WIH
yCTAHOBUTE KypCOp Ha IIyCTYIO CTPOKY, C KOTOPOH CJleflyeT Ha4yaThb CIIACOK.
Ha manenu vHCTpyMeHTOB, B pa3ziesie A63al Ha)XMHTe Ha CTPeJIKy CIpaBa OT KHOIIKU

*

:— (MapkupoBaHHbIii cuucok) (cM. Pucynok 131), 4ToGbl CO3/1aTh MapKUPOBaHHbIM

CIIMCOK, WM Ha CTpeJKy chpasa OT KHONKM .— (HyMepoBaHHBIH CIIMCOK)

(cMm. Pucynok 132), 94T06b1 cO31aTh HyMepOBaHHBIN CIIMCOK.

3. B oTkpbIBIIEMCSI MEHIO BbIOEpUTE CTHJIb CITMCKA.

A ERN = === T
— AaRARe = AabbBi
& Jaronosok |
. o =
o B o
Het o = o
| ] | =
. o =
- 3 v
= o i =
b o 2 =
= . o o
- 3 v

Pucynok 131 — Jlob6aBiieHre MapKUPOBAaHHOTO CITHCKa
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AN EY EE == T
o AaboBe AabboBi
£ w |‘i.E % = 5= _‘E[ w qr 1] OBy Jaronoeok 1
1. 1. 1) |
11 a. a)
Het 1.2 . )
121 i. il
2 2. 2)
| A a) a
a 1. 1) 1
5] 2. 2) 2
1 i i i
Il B. (5] s}
1) a)
a) 1)
&) Z)
il i
2) )

Pucynok 132 — JlobaBieHre HyMepoOBaHHOTO CITHCKA

st OBICTpOro CO37]@HMSl CIKMCKa B TYCTOM CTPOKe BOCIIOJIb3YWUTeCh CIIeqYIOIIUMU

criocobamu:

— JIns co3maHus HyMEpOBAaHHOTO CIIMCKAa BBeJUTE BPYYHYIO CUMBOJI TIEPBOTO YPOBHS
nmaHHoro crmucka (Hampumep, 1. win a)) u Haxkmute IIpoben. J[nsg cosmaHus
HyYMepOBaHHOI'O CIHMCKA, B KOTOPOM IyHKThI TIepBOTO YPOBHS 0003HAYeHbl PUMCKUMU
1rdpamu, BBeIUTe aHTJIMICKYIO 3ariaBHyt0 OykBy I 1 Haxkmute IIpo6et.

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CIMCOK, MpeJICTaBJIeHHbIM Ha pucyHKe 133

ciieBa, BBeguTe cuMBoi * u Haxkmute IIpoGer.

Pucynok 133 — MapkupoBaHHbIe CITUCKA
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— YtoOBbI OBICTPO HaYaTh MAPKUPOBAHHBIA CIIUCOK, MPeJICTAaBJIeHHbIM Ha pUCyHKe 133
CIpaBa, BOCIOJIb3YHUTECh OTHUM U3 CJIeIyIOMIUX CII0COOOB:
e HaxmuTe feduc (-) IIpobde;

e Haxwmute [Ipoben neduc (-) IIpodes.

[TpunoxxeHvie 3anoMHHaeT IIOCIeHWM BbIOpaHHBIM CTWIb /Il MapKUPOBaHHOIO U
HyMepOBaHHOI'O CITMCKA.
YroObl OBICTPO CO3[1aTh HOBBIM CIMCOK B TOM >Ke CTWJIe, YTO W NpeAblyII1i, BBIIOJIHUTE
cllefiyIolive AefCTBUS:
1. Beimenure ¢parmMeHT TeKCTa, KOTOpPBIM Heob6X0nMMO Ipeobpa3oBaTb B CIIMCOK, WU
YCTAaHOBUTE KypCOp Ha IyCTYy0 CTPOKY, C KOTOPOY ClieflyeT Ha4aTb CIIMCOK.
2. Ha HaHeIu WHCTPYMEHTOB, B pasneiie Ab3ar HaKMUTe
KHOTNKY :— (MapkupoBaHHBIH cmucoK) (cM. Pucynok 131), 49TOGBI CO3maTh

MapKMPOBAHHBIA  CIIMCOK, WIM  KHONKy .—  (HymMepoBaHHBIH  CIHCOK)

(cm. Pucynok 132), 4To6b1 cO3/1aTh HyMepOBaHHBIM CITMCOK.

2.3.3.2 KonmpoBaTh U BCTaBUTH CIIHCOK

Cnucky MOXKHO KOTIMPOBATh U BCTaBJISATh U3 Oydepa oOMeHa B Iipejiesiax OJTHOTO JOKyMeHTa
Wim Mexay gokymeHntamu «MoitOduc Tekcry.

YT0oOBI KOPPEKTHO CKOMKMPOBATh U BCTAaBUTh CIIUCOK, BBHIMIOTHUTE CJIeyIOIIe JeHCTBUS:

1. BxirouuTe oToOpakeHre HelleyaTaeMbIX CUMBOJIOB (CM. pa3zen 2.9.2).

2. Bbipgenure cnvcok C Havaja (@ He C KOHIIAQ) BMeCTe C IOCJIeJJHUM Iaparpadom-

CHMBOJIOM.

2.3.3.3 IIpomo/nKUTH CIIMCOK

Texkylui CIMCOK MOXeT HacjlefJoBaTb HyMepalyio IIpeIbIAYIIero CIIUCcKa.
YT0oO6B! IPOAOIKUATE HyMepalluio, BBIIIOJIHUATE ClIefyIollre AeiCTBUSL:
1. IIpaBoii KHOIIKO¥M MBIIIH IIIeJIKHUTE T10 JII0OOMY 3JIeMeHTY TeKYIero CIKCcKa.

2. BruimomHuTe KOMdHY KOHTEKCTHOI'O MEHIO HpOHOJI)KI/ITI) CITHCOK.

HpI/I BBITIIOJITHEHHWH KOMAH/bI HPOHOJI)KI/ITL CIIMCOK I TeKyIlero CIIMCKd aBTOMdTHUYeCKH

BbI6I/IpaeTCH CTWIb IIpeAblayniero CIimCkad.
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2.3.3.4 I3MeHUTH YPOBEHH BJIOKEHHOCTH

H3meHUTH YPOBEHb BJIO’KEHHOCTHU J3JIEMEHTOB CIIMCKd MOXXHO C IIOMOIbIO KOMAHIHOI'O

MEHIO, [IaHeJIM UTHCTPYMEHTOB HUJIN CIIeIUaJIbHBIX COYEeTaHUM KJIaBUIIL.

YTOoObBI M3MEHHUTH YPOBEHDb BJIO’KEHHOCTHU 3JiIeMeHTd CIIMCKd C [IOMOIIbI0 KOMdAHJJHOI'O MEeHIO

WJIA ITaHeJIM UHCTPYMEHTOB, BBITIOJTHHUTE ClieyIonire JIEeUCTBUS:

1. VYcranoBute Kkypcop B Joboe MecTo u3MeHsieMOro absalia WM BblAejnTe ab3all

HeJIMKOM.

2. H3meHwure YPOBEHD BJIO’)KEHHOCTH:

— UYrobbl yBeIWYUTh YPOBEHb BIIOXKEHHOCTH, BblOepUTe IIyHKT KOMaHJHOI'O MeHIO
dopmar > BripaBHuBaHue > YBemuuurth oTcTyn (cM. Pucynok 134) win Ha

MaHeJI UHCTPYMEHTOB, B pa3ziesie A63al HaKMuUTe KHOMKY <= (YBeJIMYHUTH OTCTYII)

(cm. Pucynoxk 135).

—  YT0o0bHI YMEHbIINTb YPOBEHb BJIOK€HHOCTH, BbIGepI/ITe IIYHKT KOMdHJHOI'O MeEHIO

®opmar > BelpaBHMBaHHe > YMEHBIIUTDb OTCTYIN WIM Ha [1aHeJId UHCTPYMEHTOB,

B pa3zesie AG3an HOKMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Dopmat  ViHeTpymedTe  Bug  OBwwi gocyn Hagctpolkw  Chpaeka

OuMcTHTE doprmaTUpoBaHue Ctrl+5pace 14 v AT AT = =

(LT ¢ A v & o R
- 2—
BripaeHKBaHWe F = BoipoBHATE TEKCT NO NEBOMY KParD
= 1
HMzobpaxeHwe L @ HEHTRY
T y = BHIpoBHATE TEKCT NO NpaEowMy kpato

BbIFI-DBHFlTb TEKCT NQ WKWPKWHE

4
Il

i}

v
Chrl+L
Ctrl+E
Ctrl+R
Cirl+)

YeenmunTe oTcTYN

Il il

¥meHbWWTE oTCTYN

Pucynok 134 — UHCTpyMeHTBI peJJakTHPOBAHUSI YPOBHS BJIOXKEHHOCTH

AT =y = = == v
AaBboBe
& v }E v = 5= H . qr CBBIUHRI
Ab3ay CTinm

Pucynok 135 — KHonky yBeM4eHUs] U1 YMeHbIIIeHUsI OTCTyTIa
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YToObl M3MEHUTh YPOBEeHb BIIO)KEHHOCTU 3JIeMeHTa CIMCKa C IIOMOIIbIO0 KJIABUATYPHI,
BBITIOJIHUTE CJIeIyIOolue IeHCTBUS:

1. VcranoBuTe Kypcop Iepefi IEPBbIM CJIOBOM B M3MeHsieMOM ab3alle Wi BbiesinTe ab3alg

I[eJTUKOM.
2. HW3meHuTe ypoBeHb BJIOXXEHHOCTH OJTHUM U3 CJIeJIyIOIIUX CII0CODO0B:

— YTOoOBI YBEJTUYUTDH YPOBEHb BIIOKEHHOCTH, HAXKMUTe KiiaBuiry Tab.

— YroOBl YMeHBIIMTL YpPOBeHb BIIOXKEHHOCTH, HaxmuTe kiaBuily Backspace npu

pabote B OC Windows 1 OC Linux.

HJ’IH HN3MeHEeHUsI YPOBHA BJIOKEHHOCTU CIIMCK4d, PACIIOJIOXEeHHOI'0 B Ta6m/1ue, HeO6XO)II/IMO
HCIIOJIb30BATH KOMAHJHOE MEHIO WJIM KHOIIKW IIdHeJIM HWHCTPYMEHTOB. Hcnonb3oBanue
knaBuiu Tab B Ta6m/1ue BBI3bIBAET HE OIIMCAHHOE BbIIIE JIeMCTBHE — W3MEeHeHHe YPOBH4A

BJIOXKEHHOCTH, a Ilepexo/i K CJleyIollel siueiike TaOInIbL.

2.3.3.5 IIpeodpa3oBaTh CIIHCOK B TEKCT

YT0o66! OTMEHUTH GOpMaTUPOBaHKe TeKCTa KaK CIIMCKa, BBIIIOJIHWTE CllefyIollire AelCTBUS:

1. Broimenute dparment, 1151 KOTOPOTO HEOOXOAMMO OTMEHUTh GOpMaTHPOBAHUE.

2. Ha maHenu MHCTPyMeHTOB, B pa3szieiie A@3an HaXXKMHTe KHOIIKY, COOTBETCTBYIOIIYIO TUITY
TeKyIlero CImcka: :— (MapKHpoBaHHBI cHCcok) win i— (HyMepoBaHHBIN CITMCOK)
(cm. Pucynok 131 u Pucynok 132).

3. B orkpeiBiIeMcs ciivcke BbiOepuTe BUI popmaTrupoBanus Her.

2.3.4 KonupoBaTh 1 BCcTaBUTHh opMaTHpPOBaHHe

B npunoxennn «MoiOdurc Tekcr» MOXHO CKONHUpoBaTh ¢GoOpMaTUPOBaHKE OAHOIO
¢dparmMeHTa JOKyMeHTa U IIPUCBOUTH 3TO e popMaTUpOBaHUE!
— OJIHOKpaTHO — OJIHOMY (pparMeHTy JJOKYMeHTa;

— MHOTI'OKPaTHO — HEeCKOJIbKUM (pparMeHTaM JOKyMeHTa I10CIIeJOBaTeJIbHO.

CDOpMaTI/IpOBaHI/Ie, CKOITMPpOBAHHOE B 6ycl)ep O6MEHa, MOXeT HCIIOJIb30BATHCA OJIS1 BCTABKU B

npunoxennu « MoitOduc Tabnuiay.
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2.3.4.1 IIpaBui1a KOMUPOBAHUSA U BCTaBKH (popMaTHPOBaHHSI

B 3aBucrMocTH oT 00beKTa, KOTOPBIHM BBIJIeJIEH, /71 BCTAaBKU JOCTYITHO GOPMaTHUPOBAaHUE:

— ab3ara;
—  TEeKCTa;

— ab3a1a U TekCTa;

—  SYeHKHU.
B Tabnume
¢dopmaTtupoBaHue.

4  mpuBeneHbI

CXeMbI, IIO

KOTOPBIM  KOIIUPYETCd U

BCTaBJIsA€TCHA

Tabnuna 4 — IlpaBuia KonupoBaHUs U BCTaBKH (opMaTHPOBaHUSI

IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

Y CTaHOBJIEH KypCcop Win
BBIeJIeH ab3ary/ab3alibl
LIeJIUKOM

YcraHoBeH Kypcop

®dopmarupoBanue ab3ara/
IIepBOT0 BhIIeJIEHHOTO ab3ara

Brinenen ¢pparmenT a63ara

dopMaTvpoBaHUe TeKCTa

Brigesnen ab3ar/ad3ars! eimkoM

®dopmarrpoBanue ab3ara v TeKCTa

Heckomnbko ab3arieB
BBIeJIeHbl He 10 KOHIIAa

®dopmatrpoBanve ab3ama

Broinesnena yacth ab3ara

YcraHoBieH Kypcop

dopMaTrpoBaHUe He BCTABIISIETCS

Brigenena yacte ab3ama

Brigesnen ab3ar/ab3ars! 1einkomM

Heckomnbko ab3atieB
BBIeJIeHbl He 10 KOHIIAa

dopMaTrpoBaHUe TeKCTa, HAYMHas
C TIepBOTO BBIZIEJIEHHOI'O CUMBOJIa

Y cTaHOBIIEH Kypcop

Brinenena yacte ab3ara

Brinesien ab3aiy/ab3arnist
IIeJTUKOM (JTo CMMBOJIa ab3aria)

Broinesnena suefika TaOIHIBI

dopmartrpoBaHue ab3aria ¥ TeKCTa
IIJIS1 BBIIeJIeHHOM sTYelKu

dopmMaTvpoBaHUe TeKCTa
IIJIS1 BBIZIeJIeHHOM sTYelKu

dopmartrpoBaHue ab3ara v TeKCTa

Brinenena sueiika TaOIUIbL

Brigenena sueiika TabIuIbI

dopMaTrpoBaHUe STUEUKH,
ab3aria ¥ TekcTra

YcraHOBIIeH Kypcop

®dopmarrpoBanue ab3ana

Brigenena yacts ab3ama

cDOpMaTI/IpOBaHI/Ie TEKCTa

Brigesnen ab3ar/ab3aribl 1eIMKOM

dopmartrpoBaHue ab3ara v TeKCTa

Heckomnbko ab3atieB
BbIJIeJIeHbI He O KOHIIA

®dopmarrpoBanue ab3ana

Brigenena cTpoka wiu cromnbert

®opMaTvpoBaHue siueliku, ab3ara u
TeKCTa

Brigenena crpoka wiu cTosbert

Brigenena ctpoka wiu cTosbert

— dopMaTHpOoBaHUe sTUerKH, ab3ara
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IIpu KonmupoBaHUM

IIpu BcTaBKe

Pe3ynbTaT

U TEKCTa U3 JIeBOU BepXHeu STYerKU
B CKOTIMPOBAHHOM CTPOKe/CTOJIOIE;

— dopMaTHPOBaHUe CTPOKH/CTOJIOIA

2.3.4.2 KonmpoBaTth M BCTaBUTH pOopMaTHpPOBaHHe

HJ’[SI KOITMPOBAHUS Y BCTaBKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:

— IIYHKTBI KOMaHJHOI'O MEHIO,

— COYeTaHUus KJIaBHIII,

— KHOIIKY é Ha IIaHeJIM HHCTPYMEHTOB.

YTo0bbI CKOIIMPOBATb WU BCTABHUTDH Cl)OpMaTI/IpOBaHI/Ie C IIOMOIIIBIO KOMAdHJHOI'O MEHIO HJIH

COYETAHMH KJIABMIII, BBIIIOJIHUTE dlegyromiye JEeUCTBUSL:

1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBAaHUS (POPMATUPOBAHUS C IIOMOIIBIO

OJJHOI'O U3 CHOCO6OB, YKa3aHHbBIX B pa3jiejie BhIlle.

2. BruimonauTe KOMaHy KOIIMPOBAHUA Cl)OpMaTI/IpOBaHI/ISI OIHHUM U3 CJIeJyIonnux CII0CO0OB:

— Bribepute nyHkT komaHnHoro meHio IIpaBka > KomupoBats ¢opmarupoBaHue

(cM. Pucynok 136).

Mpaeka Bcraska Qopmar  VHcTpymedTte  Bug

= OTMeHWTB Ctrl=Z

" MoetopuTe Ctrl+Y

o Bripesats Ctrl+X

Kenwposate Ctrl=C

[Ty BcraeuTe Ctrl+W
BeraeuTe Tonsko TekeT
Bcraeute uz Bydepa obmena r

£ KonuposaTe dopMaTMpoBaHWe Ctrl+5hift+C
MpuMeHUTE GopMaTHROBEIHWE Ctrl+5Shift+V

Pucynok 136 — Komananoe menio IlpaBka

— Haxwmure coueranue knasumn Ctrl+Shift+C / TTShift+3Cmd+C.
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Ecm ¢dopmaTupoBanue TpeOyeTcss MPUMEHHUTb K OJHOMY GparMeHTy, BBITIOJHUATE

cllefyIounye JercTBuUs:

— DBruibepute ¢parmeHT a1 BCTaBKU (OPMATHpPOBAaHHS C IIOMOIIBIO O/IHOTO U3
c110co60B, YKa3aHHBIX B pa3jiesie BhIIIe.

— Bruibepute nyHkt komanaHoro MeHio IIpaBka > Ilpumenutrs ¢popmaTmpoBaHue
(cm. Pucynok 136) wim Haxmute coderanuwe kiaBum — Ctrl+Shift+V /
{Shift+3%Cmd+V.

Ecm  dopmarupoBanue TpebyeTcs TPUMEHHATb K HECKOIBKAM (parMeHTam,

MOCJIe/IOBATeIbHO BhIIeNIsIiTe JaHHbIe (PparMeHThbl B TEKCTe Y BBITIOJIHINTE JIJIs KaXKJI0T0

Y3 HUX KOMaH/ly BCTaBKY (pOPMaTUPOBAHUSL.

YTto0bbI OIITHOKPATHO CKOIIMPOBATb W BCTABHUTbH Cl)OpMaTI/IpOBaHI/Ie C IIOMOIIBIKO KHOIIKHN

0 .
£ (KonmupoBaTh ¢popMaTHpOBaHMe), BHIIIOJIHUTE CIIeAyIOIIe AelCTBUS:

1.

BribepuTe ¢parMeHT AOKyMeHTa Jjisi KOIMPOBaHUS (GOpPMAaTUPOBAaHUSI C IIOMOIIBIO
OJTHOTO U3 CIIOCOOOB, YKa3aHHBIX B pasjielie BHIIIIe.

Ha mnanenu uHcTpymMeHTOB, B pasniene IIpaBka HaXXMHUTe KHOIIKY & (KonnupoBatsh
dopmaTupoBanme) (cMm. Pucynok 137).

Brinenute ¢pparMeHT /1715t BCTaBKU GOPMATHPOBAHUS C IIOMOIIbIO OJIHOTO M3 CIIOCODOOB,

YKa3aHHBIX B pa3jerie BhIIIe.

Daiin  lNpaeka Beraeka Qopmatr  MH
v O & -v|s
=v O C &

@ann Mpaeka

Pucynok 137 — Knonka KonupoBaTts ¢popMaTupoBaHue

YTo0OhI MHOI'OKPATHO CKOIIMPOBATb WU BCTAaBUTb q)OpMaTI/IpOBaHI/Ie C IIOMOIIBIO KHOIIKHA

/5 (KonmupoBaTh ¢popMaTHpOBaHHMe), BLITOJIHUTE CIEIYIOIMe TeHCTBHUS:

1.

Bribepute ¢parmMeHT HOKyMeHTa jisi KONMPOBaHUS (OpPMATUPOBaHUSI C IIOMOIIBIO
OJIHOTO U3 CII0COO0B, YKa3aHHBIX B pa3jielie BhIIIle.
Ha mnanemn wuHCTpyMeHTOB, B pasfene IIpaBka [BaXAbl HaXMUTe KHOIKY

£ (KomupoBaTh opMaTHpoBaHHe), YTOGbI OHA MPHUHSIIA BHJL o)
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3. IlocnmenmoBaTenbHO TpuUMeHHUTe GOPMATHUPOBaHHEe K TpebyeMbIM dparMeHTaM TeKcTa

OJTHMM M3 CITIOCOOO0B, YKa3aHHBIX B pPa3ielie BhIIIIe.

YTOoOBI BBIMTH U3 pekuMa MHOXECTBEHHOTo INpuMeHeHHs: GOpPMaTUPOBAHUS, BBHITIOJIHUATE
OITHO U3 CJIeIYIOIIUX JIeNCTBUIA:
— Ha nanenmu uHcTpymeHTOB, B paszfeiie IIpaBka HaXMHTe KHOIIKY ﬁ yTOOBI OHA

MIPUHSTIA BU é

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

2.3.4.3 Ucropus xonupoBaHus (popMaTHPOBaHUS

dopmaTupoBaHHe, CKONMpPOBaHHOe B Oydep oOMeHa, coxpaHsieTcs B UCTOPUM
Y TI03)XKe MOJXKeT MCII0JIb30BaThCs JIJIsl BCTaBKHU.
YToOBl  OTKPBITH HWCTOPHUIO, TIJle JIOCTYIIHBI OOBeKTbl paHee CKOIMPOBAHHOTO
¢dbopMaTUpPOBaHUS, BHIIOJHUTE CIIelyIOIIye 1eHCTBUSL:
1. Ha naHenu wuHcTpyMeHTOB, B pasfeiie IlpaBka HaxmuTe Ha CTpejiKy CIipaBa OT
KHOIIKY F5 (KonmupoBats ¢popmarupoBanue) (cMm. Pucynok 138).
2. B BBIIAAIOIIEeM CITUCKe BbIOepuTe HeO0OXOOUMBIN 00LeKT paHee
CKONMpoBaHHOro ¢opmatrpoBaHus. OOBEKTbl pacrlooXeHbl TakKUM 00pa3oM, YTO
BBepXYy CIIMCKa MpefCcTaBiieH 00beKT oCiieIHero CKOMMPOBAaHHOTO GOpMaTUPOBaHUSI.
3. Breigenure ¢parMeHT Jy1si BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIbIO OAHOIO U3 CIIOCO00B,

yKa3aHHbIX B pa3zfesie 2.3.4.1.

Mpaeka Bcraska Qopmat  MHotpyments  Bug  OBwwi goctyn Hagorp

SI; ﬁ - |£% KO Thames w4 W

D C 3/arad 1enkb Ha Ay0e ToM:

Mpaeka

Y nyxkoMopbd 0y0 3enéHEIH;

Pucynok 138 — Crincok 06bekT0B GOpPMaTUPOBAHUS
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2.3.5 Ypanurs ¢popmMaTHpOBaHHUE

YT0o6b! OUHUCTUTH TIpsiMoe popMaTUPOBaHKE M OCTAaBUTh TOJIBKO CTUJIeBoe popMaThUpOBaHUe
TeKCTa, BHITIOJTHUTE CJIeyIOoIIue JeHCTBUS:
1. Brbinenute Tpebyemblii pparMeHT JOKyMeHTa.
2. Brimonnure komanay OuucTuTh popMaTHPOBaHHEe OJIHUM U3 CJIeIyIONINX CIIOCOOO0B:
— DBruibepute nyHkT komanaHoro MeHio Popmar > Ouucturs ¢opMaTHpOBaHHUE

(cMm. Pucynok 139).

Dopmat  VHcTpymente Bug  OBwui goctyn

OuncTTE dopMaTHpoBaHE Ctrl+5pace

WprdTem r
ErmipagHWEaHWE r
WMzobpaxeHne r
Tabanua »

Pucynok 139 — Komananoe mMeHio ®opmar

— Ha manemnm HWHCTPYMEHTOB, B pa3fejie l'[paBIca HA>XMHUTe KHOIIKY Q (O'—II/ICTI/ITI)

¢opmarupoBanue) (cMm. Pucynok 140).

Daiin  lNpaeka Beraeka Qopmatr  MH

” : ru ﬁ - é
= v O C &
@ann Mpaeka

Pucynok 140 — Knonka Ouucturs ¢popmaTupoBaHHe

— Haxwmure coueranue kiapuil Ctrl+IIpooesn.
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2.4 Pabora c Tadbuumamu

2.4.1 BcraBuTh Tab/Iuiy

Tabnuily MO>XHO BCTaBUTh C IIOMOIIBIO KOMaHHOT'O MEHIO WU MTaHeJId UHCTPYMEeHTOB.

YToOBbl BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJeAyIoIye
IeUCTBUS:

1. VcranoBuTe Kypcop B TO MeCTO JOKyYMeHTa, Ky/la HeOOXOOUMO BCTaBUTh TAOJIMITY.

2. Broibepure myHKT KoMaHAHOTO MeHIo BeraBka > Ta6smma (cm. Pucynok 141).

Becraeka  Qopmatr  Wectpymente Bug OB
Wzo6pameHve..
TekcTosoe none

Durypa 4

i e G

Tabauua...
Pucynok 141 — Komangnoe menio BeraBka

3. B okne BcraBurh Tabmuiy (cM. PucyHok 142) ykaxuTe KOJIMYeCTBO CTOJIOIIOB U

CTPOK, KOTOpOe IOJKHA COJlepsKaTh Tabiuila, U HaxkmuTte KHONKy OK.

BeraewTs TaBnuwy >

Pucynok 142 — Okao BeraButh Tabmiy

YToObl BCTaBUTH TaOJMIYy C IOMOIIBIO IAHEJIW WHCTPYMEHTOB, BBIIIOJIHWTE CIIeAyIolue
JIerCTBU:
1. YcraHoBuTe Kypcop B TO MeCTO AOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh TabJIHITy.
2. BcraBbTe Tabmuily 0JJHUM K3 CJIeyIOUIUX CIIOCOOO0B:
— Ha nanenu muHCTpyMeHTOB, B pa3sfieiie BcraBka HaXXMUTe KHOIIKY (Tabmuia)
(cm. Pucynok 143). Bbiienure KypcopoM TO KOJMYECTBO CTOJIOIOB U CTPOK,

KOTOpOe JOJI’)KHa Coaep>XaTb Ta6nnua, Y IIEeJIKHUTE JIeBOX KJIABUIIIEU MBIIIIH.
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AaB6Bel  AaBGBel' .. v ] & = -,

o0
E]D[—_té

Tabanua Ix2

Pucynok 143 — Knonka Ta6mma

Ha nmanenmu uHCTpyMeHTOB, B paszieiie BcraBka HakMuTe KHOTIKY =+ (cM. PucyHok 144).

Ha orobpasuBiieiicsi maHenud BCTaBKA HaBeAUTe KYpPCOpP MBIIIM HA KHOIKY

E@ (Tabauma). Beienure KypcopoM TO KOJMYECTBO CTOJIOIIOB M CTPOK, KOTOpOe

TIOJKHA COZiepKaTh TAabJIMIIA, U MeJIKHUTe JIeBOU KJIABUIIIEH MBIIIIH.

boB1 AaB6Br AaBoBel AaB6Bel ... v 2
oBOK 1 3aronosok 2 3aronoeok 3 3.:1r:-:|:-t3:-n<li @ @ G E] N
@ WaoBpaxenue.., -~
Tekctoeoe none Q
(M Durypa >
D D E] Tabanua... >
aoq
Dopmyna...

Pazpeie cTpaHuup

Paszpwe pasgena

Hymepauma cTpaHnLL.,

KonoHturyam

Tabawua 3x2 OrnaeneHue

M Oe it &E ¢

S9)

Ceolaka.,

Pucynok 144 — [1anenb BCTaBKU
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2.4.2 BcTaBUTH CTPOKH

HoBble cTpoKY BCTaBIISAIOTCS BbIlle WIK HUXKe YKa3aHHOW CTPOKH.

YT0o6b! 106aBUTH HOBBIE CTPOKH, BBIIIOJIHUTE CJIe/IyIOlIe 1eHCTBUS:

1. Brbienute CTpOKy, BbIllle WJIM HUXXe KOTOPOM TpebyeTcsl BCTaBUTh HOBYIO CTPOKY. Eciu
TpeOyeTcsl BCTaBUThb HECKOJIBKO CTPOK, BBIJIeIUTEe CTOJIBKO CTPOK, CKOJIBKO HEOOXO0ANMO
BCTaBUTH B Tabiuny. Hanpumep, ecinu TpeOyeTcsi BCTaBUTh [iBe CTPOKH, BbIIEJIUTE /IBe
CTPOKHU. [I71 BBINIOJIHEHUS KOMaHJbl MOXXHO BBIJENIATh KaK CTPOKU IeJIMKOM, TaK U
OTJle/IbHble STYeKU UJIU IMAalla30HbI sueek.

2. BcraBbTe CTPOKU OAHUM M3 CIeAYIOIIUX CIIOCODOOB:

— Broibepute nyHkT koMmaHgHoro meHio @opmar > Tabnauma > BceraBUTH CTPOKY

BbIIIe / BcraButh cTpoky Hinke (cM. PucyHok 145).

Dopmat  MHcTpymedte Bug  OBwwi gocyn Hapctpodkw  Cnpaeka

OUMETHTE fopMaTUpOoBaHKME Ctrl+5pace | A= AT = = = = B
WpndToi ’ i v & v 1w = 4= E
BripaeHueaHwe r AG3au
WzobpaxeHwe r
TaGanua b TE BcraeuTe cTpoky Boilwe Alt=A

& BcraewTe cTpoky Hume Alt=B

B Bcrasute cronbey coesa Alt=L

Bl Bcrasute cronBey cnpasa Alt=R

& ¥panuTe cTpoky Ctri+Alt+R

w ¥aanuTe cTonbey, Ctrl+Alt=L

B  YaanmuTe TaBanuy Alt=5Shift+T

B OBbegiHWTE AYSAKKA Ctrl+alt+M

fH PazbeauHWTh AYEikK Alt+5hift+M

Pucynok 145 — Komananoe menio ®opmar

— Ha nanenu uHCTpyMeHTOB, B pa3fenie Tabmmma Hakmute KHOTKY TH (BcraBHTH

cTpoKy Bbire) v Ff (BecraButh cTpoky Hmnke) (cM. PrucyHok 146).
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Y |
&
i

[mmn
¥ W

%\f

Tabanua Crinm

AaboBelIT)

i .-
LEbIYHBIK

g
Pucynok 146 — Paznen manenu nHcTpyMeHnToB Tabumma

[TpaBoi KHONKOW MBIIIY IIEJIKHUTE 110 JII0O0OMYy MecTy BBIOPaHHOIO AMana3oHa U
BBINIOJIHUTE KOMaHJly KOHTeKCTHOrO MeHI0 BcTaBHTH cTpoky Bbiile / BcraBuUTH
CTPOKY HHIKe.

Haxwmure coderanue kiasuil Alt+A / ~Option+A, 4ToObI BCTaBUTh CTPOKY BBIIIIE,

iy coderanue kiasuil Alt+B / ~Option+B, 4T06bI BCTaBUTH CTPOKY HIXKeE.

2.4.3 BcraBHUTE CTOJIOLIBI

Hosbie CTOJ'I6I_IbI BCTABJIAIOTCS CJIEBd UK CIIPABd OT YKdA3dHHOI'O CTOJ'I6I_IEI.

YT06b! 106aBUTH HOBBIE CTOJIOIBI, BBIIIOJIHUTE ClleyIoIIye JeHCTBUS:

1.

Boeigenure cromnber;, cripaBa WM cjieBa OT KOTOPOro TpeOyeTcsi BCTaBUTb HOBBIU
cronbeil. Eciu TpebyeTcsi BCTaBUTh HECKOJIBKO CTOJIOIOB, BbIIEJTUTE CTOJIBKO CTOJIOIOB,
CKOJIbKO HeoOXOIUMO BCTaBUTH B Tabmuily. Hampumep, eciii TpebyeTcsi BCTaBUTH [IBa
cTojIOIa, BBIJENIUTe ABa CTojOna. g BBINONIHEHWS KOMAaHALI MOXKHO BBIIENSATH Kak
CTOJIONBI IIEJIMKOM, TaK U OTIeJIbHbIe SUeHKHU UIN JUala30Hb] SJeekK.

BcraBbTe cTONOIIBI OJHUM U3 CIIEAYIONIUX CIIOCOOOB:

Bribepute myHkT koMaHAHoro MeHio ®opmar > TabGumnma > BceraButh crosnbery
cieBa / BcraButh crosiber ciipaBa (cM. PucyHok 145).

Ha manenu uHCTpymeHTOB, B pa3dzesiie TabGumma HaXkMuUTe KHOIKY E (BcraBursh
cToJI0ell cj1eBa) Win ﬂ (BcraButsb crosider cripaBa)(cM. PucyHok 146).

[TpaBo¥i KHOMKOM MBIIIN IIEJIKHUTE TI0 JII0O0OMYy MecCTy BbIOpaHHOTO AMAara3oHa U
BBLITIOJTHUTE KOMaH/Iy KOHTeKCTHOro mMeHi0 BcraBuTh crosben cieBa / BecraButh
cTojidery crmpasa.

Haxxmure coueranue kiasuil Alt+L / ~Option+L, 4To6bI BcTaBUTH CTONIOEI] CIIeBa,

uu coderanue kiauil Alt+R / ~Option+R, 4To6b! BCTaBUTH CTONOEI CITPaBa.
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2.4.4 PeqakTHPOBAThH COJEPIKIMOE TA0IHIIbI

YToO6BI BBECTH WM U3MEHUTD JaHHbIE B sSiUeliKe TabJIMIIbI, BBIIOIHUTE CllelyIoIiye NelCTBYSL:
1. IlepeiimuTte B pe>xvM pelaKTUPOBAHUS SYEMKU OJTHUM U3 CJIelyI0IIUX CII0CODOB:
— YroObl BBeCTH [AaHHble B IIyCTYyIO S4eliKy, BBbIIeJIUTe ee OJHUM WM IBYMs
IIeTYKaMU MBIIIIH.
— YT0OBI pelakTHpOBaTh JaHHbIE B sYelike, BbIJIEJIUTE ee ABOMHBIM I11eTYKOM MBIIIIH,
— YroOBI epe3anucaTh JaHHbIe B siYeliKe, BbIJEJINTe ee OHUM I11eJTYKOM MBIIIIH.
2. BBepure/pefakTUpyHTe JaHHBIE B sUelKe.
3. YroObl BBIMTH W3 peXuMa peJaKTUPOBAHUS S[UEMKH, ILeJKHUTe IO JII0OOMYy MeCTy

AOKYMeHTa 34 I1pefiej/laMU TaGJ’II/II_IbI.

[Ipu BBOzEe TekcTa W 4YWcen B sSUEMKy ee IIMpHMHA He MEHSeTCS — IPOMCXOAUT IepeHoC
JAHHBIX Ha CJIefyIOIIyI0 CTPOKY BHYTPU TeKyllel sYeiiku, IPU 3TOM MOXEeT IPOUCXOAUTH
aBTOMaTHUYeCKOe yBeJInueHue BbICOThI STYeHKU.

[Tpu BcraBke B Tabuiy M306paXkeHUs! IPOMCXO/IUT ero aBTOMaTH4Yeckoe MaclITabrpoBaHye
[0 IIMpUHe CTOoJIOIA, MPU 3TOM BBICOTA SYEMKH MOXKeT MeHSTbCS, eClM u3obpaxkeHue Oosblile
BBICOTHI STYEHKU.

Ilepemelrienue MeXxay siaelkaMu TabJMIIbI OCYIIECTBIISIETCS TIPYU ITOMOIIM KJIaBUII <—, T, |, —

Ha KJIaBHaType.

2.4.5 BeimenuTs [Uana3soH S4eex

YTOOBI BBIIENIUTE AMAIIA30H g49eeK B Tab/vile, HaBeJuTe Kypcop Ha sS4eiKy, KOTopasi CTaHeT
[IepBOM B JIMalla3oHe. Y lepXKUBas JIeBYIO KHOIIKY MBIIIY, IIPOTSHUTE KypPCOp IO IOCIeHeN 4elKU
JMania3oHa. 3aTeM OTIIYCTHUTe JIeBYI0 KHOIKY MBbIIIIH.

Heobxonumbli quanazoH MOXKHO BBIJENSTH B JII0O0OM HallpaBJIeHUH CTPOKY WX CTOJIONA.

[TpuMeps! BeiieieHNsl IPOM3BOJILHOT'O AMAIla30Ha siueek IpefiCTaBjleHbl Ha pucyHKax 147-149.

sk

Lk

Pucynok 147 — Boifenenue nuarna3oHa sigeek 1Mo TOPU30HTaIH
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|

T

R

Pucynok 148 — Beiiesienue iuana3oHa sigeek 10 BepTHKAIN

|

|

Pucynok 149 — Boinenenue nuana3oHa siueex 10 MaroHaaIu

2.4.6 Beigetuthb Tabuiy

YTo6BI BbI/IENIUTH BCIO TabJIMIly, HaBeIuTe KypCOp MBIIIHU Ha JIeBbIi BEPXHUI yroJl TabyInIbl
TaK, YTOOBI KypCcOp IIPUHSUI BUJ W, U LEJIKHUTE JIEBOX KHOIIKOM MBIIIH.

YToOBI OTMEHUTD BbIJIe/IeHre Ta6J'II/II_UJI, IIIeJIKHUTe I10 J'IIOGOMY MeCTy JOKYMEHTd.

2.4.7 IIBeT 3aTUBKH sIUeeK

2.4.7.1 3a1uBKa 14eeK IBeTOM

J17151 3a7TMBKU siYeeK I[BETOM BBITIOJIHUTE CJIeAYIOIIHe IeUCTBUS:
1. Boigenure siueliky Wiv AUana3oH sueek, 1BeT KOTOPbIX He0OX0IMMO U3MEHUTh.
2. Yrobbl OKpacuTh SYEHKU B TIOCJIeJHUN I[BeT, KOTOPBIA HCIIOIb30BAJICA JIs

3dJIMBKU pdHee, Ha IlaHeJIM HWHCTPYMEHTOB, B pda3iesie Taﬁmma HAXMHUTe KHOIIKY

L

== (IBeT 3amuBku) (cM. Pucynok 150).

3. UToOBl OKpacuTh sSYeMKU B JIPYrodl IBeT, HaXKMUTe Ha CTpesIKy CIIpaBa OT KHOIIKHU

L

== (IIBeT 3a1MBKM).
4. BribepuTe HEOOXOIUMBIH IIBET OJTHUM U3 CJIETYIOIINX CIIOCOOOB:
— Bribepute mnopxopsumii 1Bet B 6Oioke Ilocimennue nBera. B manHOM Giioke
0TOOpaXkatoTCSl TMATh TOCHeHUX I[BETOB, KOTOpble WCIOIb30BAIMCh TIPU

¢dbopMaTrpoBaHUY JOKYMEeHTa paHee.
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Breibepute monxonsmuid 1nBeT B Oioke IIBera TeMbl.

OTO6pa>Ka€TC$I [IBETOBAA IaJIUTpa TeMbl TeKyliero J0KyMeHTa.

= 7 v

—}E Hv

A

HeT 3an1BKK

MocnegHue ueeta:

LlpeTa TeMbL:

H BEMENES

Opyrue yeeta...

B nmauHoM OJsioke

ab

Pucynok 150 — [IBeT 3anuBKku siueex

Haxmure kHOmKy J[lpyrue mnBera.

B otkpeiBiiemcs okHe BpiOGop nBera

(cM. Pucynoxk 151) ykaxure Tpebyemsiii 1iBeT B Bujie HEX-konma wiu B dopmare

RGB u naxxmure kHorky OK.

BuiBop yeera

MpeanpocwoT:

= ) .

KpacHbi:

0

JeneHbli; CHUHKIA:

Pucynok 151 — Oxno Bei0op nBera
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2.4.7.2 OTMEHUTH 3aJIMBKY

YTOOBI OTMEHUTD 3aJIUBKY STY€EK, BLITIOJHUATE CIeAYIOIINe JIeHCTBUS:

1. Brimenure TpeOyeMble sTYEMKHU.

2. Ha nanenu mHCTpyMeHTOB, B pasfeiie Ta0ymia HaXXMUTe CTPeJIKy CIpaBa OT KHOIKH
L
== (IIBeT 3a/1BKH).

3. B orkpbiBiIeMcs okHe HakMuTe KHOTIKY HeT 3amBKu.
2.4.8 I'panuiip! syeex

2.4.8.1 N3ameHuTH NapaMeTpbI rPaHUL]

YToOBI M3MEHUTH MMapaMeTpbl TPAHUIL JIJIs STYEHKH/TUAa30Ha STYeeK/TabIuIlbl, BLITIOJTHUATE

CJIelyIolve IeNCTBUS:
1. Bpimenure Tabivily WM sdeliKy/[yana3oH sdeeK, TPAaHUIIBI KOTOPBIX HE0OXOAUMO
V3MEHUTb.
2. Ha mnaHemu uWHCTpyMeHTOB, B pasfiene Tabauma HaxmuTe Ha CTpeJKy CIIpaBa

OT KHOTIKH ] (cm. Pucynok 152).

- / HeT rpannu

MocneaHue useta:

LieeTa Temb:

EEENEN

Jpyrue ugeta...

Pucynok 152 — OKHO HACTPOWKU TpaHUI]
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3. B oTkpeiBIIEMCS OKHe, B IepBOM O0JIOKe HACTPOeK YKaXXMTe MeCTO PacIOJIOXKeHHSs

TPaHuIl, JIJIs1 KOTOPbIX HE0OX0IMMO U3MEeHUTD [TapaMeTphl.

4. Bo BTOpOM 06JI0Ke HAaCTpoeK BbIOepUTe THM JIMHUU, KOTOPBHIM ClieflyeT TMPHUMEeHUTh s

YKa3aHHBIX TPAHHUII.

5. B Tperhem 6i10ke HacTpoek BbiOepuTe IIBET JIMHUK OJTHUM M3 CJIeIyIONIHUX CIIOCOOOB:

— Bribepute mopxopsmiuii 1Bet B Oiioke Ilocimemnue nBera. B manHOM Oiioke
OoTOOpaXXaloTCsl TTh IOCJIeHUX IIBETOB, KOTOpPble MCIIOJIb30BAIMCh  IIpU
¢dbopMaTUpPOBAaHUU IOKYMEHTa paHee.

— DBroibepute mnonxopsmiuii 1Ber B Oioke IIBera Tembl. B nmaHHOM Gioke
oTOOpaXkaeTcs 1BeTOBAs MAJIUTPa TeMbl TeKYIIero JOKyMeHTa.

— Haxwmure Ha kHomky J[lpyrume nBera. B orkpoiBiiemcs oxkHe Bpibop mBera
(cM. Pucynok 153) ykaxure Tpebyemslii 1jBeT B Bujie HEX-konma wiu B gopmare

RGB u naxxmure kHoriky OK.

Bribop ueera x>
Hex-kog MpeanpocmoTtp
‘ #000000 e l
KpacHoi JeneHbii CHHHIA
o T o |0 O

Pucynok 153 — Okao Beroop nBera

Eciu B mepBom unm BTOpoM OJioke BbIOpaHO 3HaueHue HeT rpaHmim, TO TpaHMIIBI siueek
O0TOOpaXkaroTCsl B BUJIe JIMHUM CBETJIO-Ceporo IBeTa. JTH JIMHUM YCJIOBHO Pa3fefisiioT sSUedKu U
yIpOLIAIOT paboTy C Tabmured. YcIoBHbIe T'DAaHMITBI siUeeK He OTOOPaKaloTCs MpH TedaTh |

3KCIIOpTe IoKkyMeHTa B ¢popmar PDF.

Y10o6Bl OBICTPO MPUMEHUTh K suelKe/IMara3oHy sueek/Tabiuile MOCIeHUN BbIOPAaHHBIN
CTWJIb TPAHUI], BHIOJIHUTE ClleJyIolue NeCTBHUS:
1. Boigenurte Tpebyemyto TabIuIly WK sTYeHKY/IAAMa30H sUeek.

2. Ha nanemu uHCTpyMeHTOB, B pazziesie Tabsmma HakMUTe KHOTIKY FH (em. Pucynok 152).
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2.4.8.2 Y panuTh rpaHUIbI

YroObl yAamuTh IpaHUNBl SUYeHKW/AMania3oHa sdyeek/TaOuIvIlbl, BBIIOJIHUTE Clleyrolire
JeCTBUS:
1. Brimenure Tpebyemyto TabivIly WM STYeHKY/Ualla30H siueeK.
2. Ha mnaHemu WHCTpyMeHTOB, B pasfene Tabauma HaxmuTe Ha CTpesIKy CIIpaBa
OT KHOIIKY [ (cm. Pucynok 152).
3. B oTkpbIBIIEMCSl OKHe HACTPOWTe HeoOXOquMble ITapaMeTphl:
— B nepBoM 6i10ke ykakuTe MeCTO yJlajleHUs! TPaHMII.

— Bo BTopoMm 6iioke BbibepuTe Het rpanuii.

2.4.9 3MeHHUTH pa3Mep CTPOKH WIH CTOJIOIA

YTOoOBI UI3MEHUTDH pa3Mep OJIHOM CTPOKH WX CTOJIONA, BBHITIOJIHUTE CIIeAYIOIIe IeUCTBUS:

1. HaBemure Kypcop Ha TpaHHIy CTPOKM WM CTOJIONA, pa3Mep KOTOPOTO HeOOXOAMMO
u3MeHuTh. Kypcop npuMeT BUJI ABYCTOPOHHEH CTPEJIKH.

2. YIepxwvBas JIeByl0 KHOIIKY MBIIIM, @POTSHUTE Kypcop Tak, 4YTOObI I'paHHMIa
CTPOKWU/CTOJIOIA TPUHSIa TpebyeMoe MoyIoXKeHue.

3. OrtmycTuTe JIeByI0 KHOIIKY MBIIIH, YTOOBI 3apHKCHPOBATH MOJI0XKEeHHe.

HOCJIBI[HHH BEpPTUKAJIbHAA T'PaHUIlA Ta6J'II/ILIbI He MOXET IIPEBLIIIATL IIpdBOe II0oJjie

CTpPaHMIIBI.

YTOoOBI yCTAHOBUTH OJMHAKOBBLIM pa3Mep I HECKOJIbKUX CTPOK/CTOJIOIOB TabJIHUIhI,
BBITIOJTHUTE CJIeIYIOIe IeHCTBUS:
1. Brigenute naHHbIE CTPOKH/CTOJIOIIBI.
2. YcraHoBUTe JJis1 OOHOW CTPOKW/CTOJOIA pa3Mep, KOTOPBIA TpebyeTcsl IPUMeHUTDb s
BCeX CTPOK/CTOJIOIOB TabyuIIbI. [jis aTOTO!
— HaBenure kypcop Ha rpaHuily 000U CTPOKW/CTONIOIA TaK, YTOOBI OH MPUHSII BUJ
IIByCTOPOHHEH CTpeJsKH.
— ViepxuBasi JieByIO KHOIIKY MBbIIIH, IPOTSHATE KypCOpP Tak, 4YTOObI TIpaHHUIlA
CTPOKWU/CTOJIOIA TPUHSIIa TpebyeMoe MoIoXKeHue.

— OrtmycruTe JIeBYI0 KHOIKY MBIIIH, 9TOObI 3apUKCUPOBATh IOJI0XKEHHe.

Jy1s Bcex CTPOK/CTONONOB Tabynibl OyneT aBTOMaTU4eCKH yCTaHOBIIEH pa3Mep, YKa3aHHBIN

JIJIS1 JAHHOM CTPOKU/CTOJOIIA.
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YToOBI yCTAaHOBUTH OAMHAKOBBIM pa3Mep JJis BCEX CTPOK/CTOJIOIOB TaOJMIILI, BbIIEHTe

Tabymiy (cM. paznen 2.4.6) v BHITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUS.

2.4.10 O0beqUHHUTD WJIH Pa3beJUHUTDH TYEHKH

2.4.10.1 O0LegMHUTL AYCHKH

JIr060e KOMMYecTBO T9eeK B TaOIHIle MOXKHO OObeIMHUTD.

[Ipu o6benuHeHnH sueex:

— OTMe4YeHHBIN AMala30H CTaHOBUTCS eJMHOU STUeMKOH;

— COXpaHSIOTCS JIaHHbIE TOJIBKO U3 BEPXHEeW JIEBOU STYeMKH JUarna3oHa;

— K O0OBeiMHeHHOM sueliKe IprMMeHsieTcsl popMaTUpOBaHUe BepxXHeW JIeBOM sUerKU

JVaIa3oHa.

YT0oOb! 00BEIUHUTD STYEUKH, BBIJIEIUTE UX U BBIIIOJIHUTE OJIHO U3 CIIeAYIONIUX JIeHCTBUH:
— Buoibepute nyHkt koMmaHgHoro mMeHio ®opmar > Tabmuma > O0beAMHHTH STYEHKH

(cm. Pucynok 154).

Dopmat  WMHotpymenter Bug  OBwwib goctyn Hagetpobikw  Cnpaeka

OuncTuTe dopMaTipoBaHue Ctrl+5pace | A= AF = . = = = E
WpugTe ¢ i v £ M- w 0w 2 A= E
BmpaeHuBeaHne s AB3aL
Wzobpaserne r
Tabnuua b T  BcTaBWTh CTPOKY Bhiwe Alt=A
& BrraeuTh cTpoky Huxe Alt+B
E BctaenTs cTonbey, cnesa Alt=L
ﬂ BctaenTe cTonGey cnpaea Alt=R
& ¥ganuTe cTPOKY Ctrl+Alt=R
ﬁ Yaoanute cTonbey, Ctrl+Alt=L
B YaanuTe Tabavuy Alt+5hift=T
B OBbeguHWT Aueiikn Ctrl+Alt=M
A PasbegwHWTL A4eikK Alt+5hift+M

Pucynok 154 — Komananoe mento ®opmar
— Ha nmanenu uHCTpyMeHTOB, B pasfiesie Tabmuma (cMm. PucyHok 155) HaxXmuTe KHOMIKY

] (O0bemuHUTD STICHKH).
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HH ) E ﬂ @ @ OBbluHbl

TaGauua Ctinm

Pucynok 155 — Paznen nanenu nncrpymentoB Tabsmna

— IlpaBoifi KHOTMKOW MBIINIM IIEJKHUTE [0 JHWAala30Hy U BBIIOJIHATE KOMAH/Y
KOHTeKCTHOro MeHI0 O0beIHHUTH TYCHKH.

— Haxwmure coueranue kinasuil Cirl+Alt+M / ~Option+%Cmd+M.

2.4.10.2 PazbequHUTEL SUYCHKH
PazbeiMHUTE MOXKHO TOJIBKO Te STYEHKH, KOTOPble paHee ObUTH 00heIMHEHHI.
YToObl pa3beqUHUTh SUEMKH, BBIIEINTe OObeJUHEeHHYIO SYeHKy W BBIIOJIHUTE OJIHO W3

CJIeIVIOIUX JeUCTBUIMA:

— Beibepute nyHkT komanaHoro meHro ®opmar > Tabmuma > PazbequHUTH si9eliKu

(cM. Pucynok 154).

—  Ha nanenu uHCTpyMeHTOB, B pasfene Ta6auma Haxvure kHonKy £ (cM. Pucynok 156).

i L AaBOBEIT)
HH w E ﬂ % @ OBbIuHbI
Tabnuua CTunn

Pucynok 156 — Paznen manenu nncrpymentoB Tabumma

— [IlpaBo¥i KHOIIKOM MBIIIM IIeJIKHWTe TI0 JWala30Hy U BBIIOJIHUTE KOMaHAY
KOHTEKCTHOTO MeHI0 Pa3beiUHUTDH SUelKH.

— Haxwmure coyeranue kiasumt Alt+Shift+M / ~Option+{Shift+M.

JlaHHbBIe, KOTOpbIe COfepXKaTcsl B 00beJUHEHHOM sdelike, IOMEIIAl0TCS B BEPXHIOIO JIEBYIO
STYEMKY TIOJTy4YeHHOTO JIhana3oHa. S4eliku [uana3oHa HacjieqyloT popMaTUpOBaHHe 00beITMHEeHHOM

SYeUKU.



182
502220-29144487-2016-01 34

2.4.11 IToBTOPHUTH 3aroJIOBOK Ha KAXK/IOHM CTPaHHIIe

HHorna TekcToBble NOKYMeHTHI coepxkaT Oosible TabJMIbl, KOTOpPble pa3MelaloTcsl Ha
HeCKOJIbKUX cTpaHunax. [Ipuy pabore ¢ Oonpiiod Tabnuield IepUOAUYECKHA IIPUXOJUTCS
BO3BpalllaThCsi K ee Hadajly, YTOOBl YBHIEThb ee 3arojoBoK. UToObI M30exaThb 3TOro, HaCTPOWTe
oTroOpakeHMe 3aroJIoBKa Ha KaXKIOH CTpaHHUIle, HA KOTOPOM paciioioXkeHa Tabiauna.

B kauecTBe 3arojioBka MOXHO yKa3aTh IIepBYIO CTPOKY TabJMIbl WJIM HECKOJbKO CTPOK
TabJInIIbI, BKIIIOYas [IePBYIO.

YTo6bI IOBTOPUTH OJIHY WIHA HECKOJIbKO CTPOK B KaueCTBe 3arojIOBKa TaOJINIIbI, BHIIIOJHUTE
Clleflyolye JeUCTBUS:

1. VYkaxure oJJHy WIM HECKOJIBKO CTPOK, KOTOPbIe OyyT SIBJISITbCS 3aTOJIOBKOM TaOJIUIBL:

— FEcnu tpebyetcsi TOBTOPSTH Kak 3aroJIOBOK OJIHY CTPOKY, YCTAaHOBUTe B Hee Kypcop,
BbIJIeJIUTe B Hel JII00YIO sS'9eliKy WU BBIJeJIUTe ee I1eJIMKOM.
— Ecnu Tpebyercst TOBTOPATh KaK 3arojIOBOK HECKOJIBKO CTPOK, BBIAENINTe B JAaHHBIX
CTPOKax JIt0OOM IMana3oH sYeeK WU BbIIeNIUTe JaHHbIe CTPOKH LIeJIMKOM.
2. Ha manenu uHCTpPyMeHTOB, B pasfieiie TabGsmia HaKMUTe KHOIIKY % (IIoBTOPATH KaK

3aroJIOBOK Ha Kaxkmou crpanune) (cM. Pucynok 157).

Y |
&
3

[mmn
¥ W

H ~

TaGauua Crinm

AaboBelIT)

e o
LEbIYHBIK

w &
Pucynok 157 — Knonka IIoBTOpPSITH Kak 3arojIOBOK Ha KaK/I0M CTPaHHIIe

YT1oObl OTMEHUTH IOBTOPEHHe 3arojIoBKa Ha KaXKIOW CTpaHMIle, BBIIIOJIHUTE CIefyIoIue
JIerCTBU:
1. YcranoBute Kypcop B J00Oyi0 S4eliKy WM BbIIeJIUTe JIO00M [Mana3oH syeek B
Tabinuiie.
2. Ha manenu uHCTpyMeHTOB, B pasfeiie Tabmmuma (cm. Pucynok 157) HakmMuTe KHOIIKY

% (IToBTOpPATH KaK 3aro/IOBOK Ha KaXK/I0¥ CTpPaHHIIe).

2.4.12 TIpeoOpa3oBaTh TEKCT B TAOJIHILY

Hpeo6pa303aHHe TeKCTa B Ta6m/1uy MOXKHO BBIIIOJIHUTH C IIOMOIIIBKO KOMAHJHOI'O MeHIO WUJIN

MaHeJId MHCTPYMEeHTOB.
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[Ipy pa3melnieHnu TekcTa B Tabivile KaXkAbld ab3al] MmoMeIaeTcss B OTHENbHYIO SUerKY.
Tabnwuia 3anosHsgeTcs: ab3aaMu CjieBa HallpaBO, CBEpXY BHU3.

Ecim npeo6pa3oBaHue OCyIeCcTBIISIeTCsl C TOMOIIbI0 KOMAH/IHOT'O MeHIO, TO TI0 YMOTYaHUIO
co3faeTcsi Tabyuila, KOTopasi COAep>XUT Tpu crosibia. KomruecTBO CTPOK TabMIIBI ONIpeieNiseTcs
aBTOMATHUYECKHU 10 KOJIMYeCTBY ab3alleB B TEKCTe.

Ytobbl mpeobpa3oBaTh TEKCT B TAONMIy C IMOMOIIbIO KOMAHIHOTO MEHIO, BBITIOJTHUTE
CJIeyIole eNCTBUS:

1. Otpenurte 3HakoM ab3aiia Kaxabld GpparMeHT TeKCTa, KOTOPbI He0OX0JIMMO BCTaBUTh B

OTJIeIbHYIO STYeHKY.
2. Bblpenure BeCh TeKCT, KOTOPbIM HEOOXOJIUMO BCTaBUTh B TabOIIHUILY.

3. Bribepure myHKT koMaHHOTO MeHIO BeraBka > Tabmmma (cM. Pucynok 158).

Bcraeka @opmar  Mocrpymente  Bug 06
Mzobpaxerne...
TexcTosoe none

Durypa 4

H O H@

Tabanua...
Pucynok 158 — Komananoe menio BeraBka

Ecm  npeobpa3oBaHue TekcTa B TaOJMIy OCYIIECTB/ISIETCS C IIOMOIIbIO IaHesr
WHCTPYMEHTOB, TO KOJINYeCTBO CTOJIOIOB TabJIMIIBI MOXHO YKa3aTh BpyuHyl0. KoinuecTBO cTpok
TAOIUIBI OIpefielisieTCsl aBTOMATUYeCKu 10 KOJIMYeCTBY ab3alleB B TeKCTe He3aBUCUMO OT TOro,
KaKoe KOJIMYeCTBO CTPOK BbIOpasl MOJIb30BaTellb.

YtoObl npeobpa3oBaTh TEKCT B TAOIMITy C MOMOIIBIO MMaHEJId MHCTPYMEHTOB, BBHITIOJIHUATE
clleflyrolye JerCTBUS:

1. Otpenure 3HakoM ab3ana Kaxabld GpparMeHT TeKCTa, KOTOPbIM He0OX0IMMO BCTaBUTh B

OTIIeJIbHYIO TYEHKY.

2. Brigenure Bech TEKCT, KOTOPbIM HEOOXO/IUMO BCTaBUTh B TAO/IUILY.

3. Pa3BepHuTe maHesb CO3/IaHUS TAOIUIIBI OAHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Ha nmanenu uHCTpyMeHTOB, B pa3ziejie BcraBka HaXXMUTe KHOIKY |:| (Tabmmuma)
(cMm. Pucynok 159). Beigenute KypcopoM TO KOJIMYeCTBO CTOJIOIIOB M CTPOK,

KOTOpOe JOJI’KHA CoAep>KaTb Ta6J'II/II_Ia, U IIeJIKHUTE JIeBOW KJIaBUIIIEeW MBIIIIH.
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AaBoBBI  AaB6Bsl' ... v A4 2= -,

3aronosok 3 Jaronosok 4 @
Doo
-oH

Tabamua Ix2

Pucynok 159 — Knorika Ta6mmma

Ha manenu HWHCTPYMEHTOB, B pa3jejie BcraBka HaxMuTe KHOIIKY  ==*

(cMm. Pucynok 160). Ha orobpasuBiielicsl aHey BCTaBKA HaBeUTe KYpPCOP MBIIIU

Ha KHOIIKY E@ (Tabmuma). Beigenvre KypcopoM TO KOJIMYECTBO CTOJIOIIOB U CTPOK,

KOTOpOe JIOJKHA COoflepykKaTh TabJInIla, U IIeJIKHUTE JIEBOM KIIABUINIEH MBIIIIH.

BoB1 AaBOBE AaB6Bel AaB6Bel ... v 2
oBok 1 3aronoeok 2 3aronceck 3 3aronoe :-Kl: @ @ 6 E]
@ WNzobpaxenue.. ~
TekcToBoe none Q
(N Durypa >
C] [:] [:] Tabauua... >
00 Q
Dopmyna...

Pazpuie cTpaHnub

Pazpuie pazgena

Hymepaumna cTpanuL..

KanoHtutyne:

TaBnuuya 3x2 OrnaeneHwe

S WO IIL &E C

Cepinka..,

Pucynoxk 160 — ITanenb BcTaBkU
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2.4.13 IIpeoOpa3oBaTh TAOJIUILY B TEKCT

YtoObI Mpeobpa3oBaTh TaOIUITY B TEKCT, BHITIOJIHATE CeAYIOIIHe IeACTBUS:

1.
2.

Brinenute tabnuiy (cM. paznen 2.4.6).

BoinosniHWTe KOMaHIy BbIpe3aHHsl WM KOINHWPOBaHUs TabOIUIbI JIHOOBIM yIOOHBIM
criocobom (cm. pasnen 2.2.2.1).

BreimomtanTe koMaHny BcTaBKA 6e3 ¢opmaTHpoBaHHS JIOOBIM yAOOHBIM CIIocO60M

(cm. paznen 2.2.2.2).

TekcT 3 OgHOM CTPOKHM TaOJIMIBI BCTaB/IsSeTcs B ofuH ab3ar. B kadecTBe pasmenurens

JAHHBIX U3 g49eeK UCIIOJIb3YeTCd 3HdK Ta6YJ'I$II_[I/II/I.

2.4.14 YnanuTh CTPOKH HJIH CTOJIONBI

YTto0bbI YAaJIMTh OJHY WJIIM HECKOJIbKO CTPOK HWJIN CTOJ'I6I_IOB, BOCHOHBBYﬁTECb OOHUM U3

CJIeIYIOIIMX CIIOCODOB:

1.

Boigenvire paHHbIe CTPOKW/CTOJIOIBI WM SIYEHMKH, paclojio)KeHHble B HHUX. 3areM
BBIIIOJIHUTE OJIHO U3 CJIeAYIOIIUX NeHCTBUN:
— Bruibepute nyHkt komangHoro MeHio ®opmar > Tabnumna > Yaanurs crosder /

Ynanuts cTpoky (cMm. Pucynok 161).

Dopmar  Mhctpymedts Bug  OBwwi goctyn Hagctpoikwn  Cnpaska

QunecTuTe MaTHpoBaHUE Ctrl+Space - — = = —= = 1
opwaripo i ATAT =y = = = =
2 — — -

UJFIW:I}TI:I w -'-Q‘ [ :n__ w :Ij_ L =
BripaeHneaHwe L AG3au
zobpaxeHne L
TaBavua * TR BcTaBuTbh CTPOKRY Bbilue Alt+A

& BCTaBWwTh CTPOKY Hume Alt+B

B  Bcrasuts cronBey coesa Alt=L

Al Beraewts cronBey cnpaea Alt+R

g YpanmTe cTpoky Ctrl+Alt+R

m YaanuTe ctonbey, Ctrl+Alt+U

B Yaanmte Tabawuy Alt+Shift+T

Bl ObfweguHWTE Aueikn Ctri+Alt+M

B PasbegwHWTh Ausiikn Alt+Shift+M

Pucynok 161 — Komananoe mento ®opmar
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— Ha manenu HWHCTPYMEHTOB, B pas3jejie Taﬁnnua Ha’>XMHUTe KHOIIKY % (YI[aJIl/ITI)

crosben) wiu gim (YaanuTs cTpoky) (cM. Pucynok 162).

SvE BE® D) oy
HH W E a % @ LBbIYHBIK
TaGanua CTanm

Pucynok 162 — Paznen manenu nactpymentoB Tabuma

— IlpaBo¥i KHOTKOW MBIIIK IIEJIKHUTE [0 JIIOO0OMY MeCTy BBIODAaHHOTO JHara3oHa
Y BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JaJIUTh CToJiI0er; / Y AaJINTh CTPOKY.
— Haxwmure coderanve kinasuil Ctrl+Alt+U / ~Option+3Cmd+U, 4T06b! yAanuTh
OOVH WIX HECKOJbKO CToJOnoB, wunxd codeTanwe KiaBum Ctrl+Alt+R /

~=Option+3Cmd+R, 4T06bI YIAINUTH OJIHY UM HECKOJIbKO CTPOK.

2. Broigenure maHHbIE CTPOKW/CTOJIONBI 1TEJTMKOM U HAXXMUTe codeTaHue kiaumn Ctrl+- /

®¥Cmd+-.

2.4.15 Ypanuth Tabuaumy

YToOb! yIanUTh TabJIKITy, BOCTIOIB3YHTECh OMHUM U3 CIIEAYIONUX CIIOCOO0B:

1.

Boigenure 0601 31eMeHT TabJvIbl WM TabivIly [IeJIMKOM. 3aTeM BBIIIOJIHUTEe OJHO U3

CIIeIYIOIUX JTIeUCTBUM:

— Bruibepute nyHKT KoMaHgHOro MeH0 Popmart > Tabmuna > Ymanurthk Tadaumy
(cm. Pucynok 161).

— Ha manenu uHCTpyMeHTOB, B pazfiesie TadJsmma HaXXMUTe KHOIKY B (Y manursh
Tabsmny) (cMm. PucyHnok 162).

— IlpaBo¥i KHOIKOW MBIIIK IEJKHUTE 10 JII000MYy MeCTy B TabJuIle W BBITIOJTHUTE
KOMaH/1y KOHTeKCTHOT'O MeHIO Y JaJIUTh Ta0IuILy.

—  Haxwmure coueranue knasum Alt+Shift+T / ~Option+{Shift+T.

Brigenvre Tabnuily 1emkoM U HaxkmuTe codetanue kiapuil Ctrl+- / 8Cmd+-.



187
502220-29144487-2016-01 34

2.5 PaboTra c uzobpakeHUAMH

2.5.1 BcraBuTh H3obpaxkeHue

B TexcToBBIN JOKYMEHT MOXHO J0OaBISTh M300paskeHus:
—  C KOMITbIOTEPA;
— u3 6paysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOIUYHBIX pedaKTopoB, BXOOAIIUMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabota ¢ uzobpakenusmu B popmarax PNG, BMP, JPG, JPEG, JPE, GIF
u TIFF.

2.5.1.1 BcraButh H300paxeHHe ¢ KOMIbIOTepa

Yrobbl BCTaBUTb B [JJOKYMEHT H300pakeHHMe C KOMIIbIOTepa, BBINIOJIHUTE Clleflyloliye
JeUCTBUS:
1. YcraHoBUTe Kypcop Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOJUMO BCTaBHUTb
n3obpaxxeHue.
2. BbinonHKTe KOMaHy BCTaBKU OJIHUM U3 CJIEyIOIUX CIIOCOOOB:

— Bruibepute nyHkT koMaHaHOTO MeHIO BeraBka > M3o0paxenue (cM. PrucyHok 163).

Becraeka @®opmar  WecTpymedts  Bug 06

]  WMzoBpameHne..,

TekcToeoe none

Pucynok 163 — KomangHoe menio BecraBka

[=]
— Ha nmanenu uHCTpyMeHTOB, B pa3ziesie BecraBka HaXkMUTe KHOTIKY (A300paxeHnue)

(cM. Pucynok 164).

11 o
AaB6BBI  AaB6BsI' ... [+ =

3aronoceok 3 3aronceok 4 L1

Beraeka -

Pucynok 164 — Knonka Fzobpaxenue



188
502220-29144487-2016-01 34

— Ha nmanenu uHCTpyMeHTOB, B pasziesie BecraBka HakMuTe KHOTIKY === (cM. PucyHok 165).

o [=]
Ha otob6pasugiiieiicst maHem BCTaBKU HaXKMUTe KHOTIKY |~ | (1300 paxkeHue).

11
AaB6BBl AaB6BeI' ... [Hv [ 2 [5] -

3aroNoeok 3 3aronceok 4 L1

@ MzobpameHne... -~

Pucynok 165 — [1anenb BcTaBku

3. B okHe dainoBoro MeHemkepa BblOepuTe H300pakeHHe, KOTOpoe HeobX0IUMO

BCTaBUTb, U HAXKMUTE KHOIIKY OTKpI)ITb.

2.5.1.2 BcraBuTh H300pakeHue U3 dOpay3epa WIH IPYroro peIaKkTopa

Yrobsl BCTaBUTH H300pakeHWe u3 Opaysepa WIM APyroro perakTopa, BBIIOJIHUATE
cllefiyIoliye AefCTBUS:
1. Cxonmpy¥ite u300pakeHre U3 UCTOYHHUKA.
2. YcraHoBUTe Kypcop Ha TO MeCTO B JOKyMeHTe, Ky/Ja HeoOXOJWMO BCTaBUTh
n3zobpaxxeHue.
3. BcraBbTe n3obpakeHre OTHUM U3 CIIeIyIOIINX CIIOCODOB:

— Bribepute nyHkT komanaHoro Mesto IIpaBka > BeraButs (cM. PrucyHok 166).

Mpaeka Becraeka @opmat  Vectpymente Bug O
T OTmeHuTs Ctrl+Z
" TosTopuTs Ctrl+Y
oo Buipesats Ctrl+¥
Kenupoeate Ctrl+C
|f| BrTagute Ctrl+W

Pucynok 166 — Komangnoe mento IlpaBka
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— Ha nmanenu uHcTpymMeHTOB, B pasfiesnie IIpaBka HaXMHTe KHOIKY B (BcTraBuTh)
WM HAXXMHUTe CTPeJIKy CIipaBa OT KHOIIKHU 1N (BcTraBuTB) U BHIIOJIHUTE KOMaHAY

BcraBuTts (cM. Pucynok 167).

Dailn  [paeka Beraeka Qopumatr  MHotpyment Bug

™ X C |E:]_[} é w X0 Thames
= v D C

dann Mpaeka

ﬁ BrTaButh

BCTaEWTE TONBKD TEKCT

Pucynok 167 — Knonka BcraButhb

— IllesiykoM TpaBOM KHONKUA MBIIIM OTKPOHTE KOHTEKCTHOE MEHIO Y BBIIOJIHUTE
koMaH/ly BcraBurs.

— Haxwmure coueranue kiasum Ctrl+V / 8Cmd+V.

.ﬂ Ecmm B AOKYMEHT Tpe6y'ETC$I BCTaBUTH TEKCT C I/1306pa>KEHI/I$IMI/I, CKOHI/IPYI;'ITE U BCTAaBbTE

TeKCT 1 I/I306pa)KEHI/I$I I10 OTHEJIbHOCTH.

2.5.2 A3MeHUTH pasMep H300paxkeHus

Pa3mep nzobpakeHrst MO>)KHO U3MEHUTh C COXpaHeHWeM WM 6e3 coXpaHeHHs ITPOIIOPIIUH.

H3meHeHre pa3MepoB HeJJOCTYIIHO IUIsi U300paKeHWH, pa3BepHYTHIX IOJ| MPOM3BOJIbHBIM

YTJIOM B JIFOOOM JIpyI'OM TeKCTOBOM pelaKTope.

2.5.2.1 U3meHnTH pazMep U300paKeHHUsI C COXPAaHeHHeM IIPOII0 P

YT1o6Bl OBICTPO M3MEHUTh pa3Mep HU300pakeHUsl C COXpaHEHWeM IPOINOPIHKH, BBIIIOIHUTE
CJleyouye 1eCcTBUL:
1. Brimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. Y7epxvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSHUTE JIF0O0M U3 YIJIOBBIX MapKepOB PaMKU Tak,
yTOOBI M300paKeHKe MPUHSII0O HeoOXo MBIl padmep (cM. PucyHok 168).

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3aHMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 168 — M3amMeHnenue pa3mepa n3o0pakeHUs! C COXpaHeHHeM IPOIOPIUI

YToObl H3MEHUTb pa3Mep H300paXKeHUSI C TOYHOCTHIO [0 MWIIMMETPa, BBIOJIHHATE
CJIeyIolve IeNCTBUS:
1. Boigenure uzobpaxeHnue.
2. Ortkpoiite okHO Pa3mep u mosioxkeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute myHkr komangHoro MmeHio Popmar > H3zobpaxenue > Pazmep u

noJsoxenue (cMm. Pucynok 169).

Dopmar  Wrcrpymentss Bug  OBwwi goctyn Hagcrpoikw  Cnpaeka

OuKnETHTE fopMaTUpoBaHUe Ctrl+5pace = . = = = =
2 — [ —

WpndTe = v | &= 5= :E[ -

BmpaeHueaHne » AB3au

Wzobpaxenne k DETekaHWe TEKCTOM »

TaBawua L

= Pasmep u nonoxeHwe

CoxpaHnTe nsobpaxeHwe..,

Pucynok 169 — Ilogmenio N3o0pakenue

— Ha nmanenu uHCTpyMeHTOB, B pasfene Vi3o0paxkeHue HaXkXMHTe KHONKY ( : Pa3mep

u nojioxkenue (cM. Pucynok 170).

WMHctpymenter Bug  OBwwi goctyn HagcTpoiikw

— .

i v L= B rekcre v 2 = v
TE o i e
.: Pasmep v nonoweHwne J=
MaobpaxeHuwe AB3ay

Pucynok 170 — Knonka Pazmep u mosioxenue

— OTKpOﬁTe KOHTEeKCTHOe MEeHIO IIeJIYKOM npaBoﬁ KHOIIKM MBbIIIIXM W BBIIIOJIHUTE

koMaHly Pa3mep u moJsioxkeHue.
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3. B okne Pasmep u mosoxkenue (cM. Pucynok 171), B monsax Illmpura u BseicoTa
yKaXkuTe TpeOyemMyto IUPHUHY U BBICOTY M300paKeHuUs .

4. Haxmure kHonky OK.

Pazmep n nonoxedne >
LnpuHa: Bricora:
Esl Esl
341 cm L =2 254 m "
Neewii oTeTyn: Bepxnui otctyn:
o o
3,00 cna o 2,00 cm =

STCT:,-‘I'I OTCYWTBIBAETCA OT K[2aA CTRaHWMLUbBL.

Pucynok 171 — OxHo Pa3mep u noJioxkeHue

2.5.2.2 U3meHHnTH pazMep H300paxkeHus1 0e3 COXpaHeHHUs MPOMOPIHIA

Yrobbl OBICTPO M3MEHUTh pa3Mep M300pakeHUsI 6e3 cOXpaHeHHs NPOIOPIUM, BBIIOJIHUTE
CJIeZIyIolre IeNCTBUS:

1. Brimenure nzobpaxkeHue, pa3mep KOTOPOrO HEOOXOAUMO U3MEHUTh.

2. VYpepxuvBas JieBYIO KHOIIKY MBI, IlepeMeCTUTe OAWH U3 MapKepoB paMKH

n3obpaxenus (cMm. Pucynok 172):

]

Pucynok 172 — U3MeHeHne pa3mepa nzobpakeHus 6e3 coxpaHeHUsI TPOTIOPIUN

— JUId W3MeHeHHs BbICOTHI M300pakeHHs IlepeMecTUTe BepXHHUW WIM HIDKHUHN

MapKep paMKW;
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— JUId UW3MeHeHMs] IIHMPUHBI H300paKeHWs IlepeMecTUTe JIeBbId WM IIpaBbli

MapKep paMKH.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3aMKCHPOBATh HOBBIY pa3Mep N300pakeHusl.

YroObl H3MEHUTb pa3Mep H300paKeHUs] C TOYHOCTHIO 0 MWIIMMETpa, BBIIOJIHUTE
ClleflyIolye NeiCTBUL:
1. Boigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIIONIMX CIIOCOOOB:
— DBroibepute nyHkT komaHaHoro meHio Popmar > U3obpakenue > Pasmep u

noJsoxenue (cMm. Pucynok 173).

Dopumat  ViHctpymente  Bug  OBwwi gocyn Hagectpoiikw  Cnpaeka

OUnCTUTE SopMaTUpoBaHKE Ctrl+5Space :E - = = = =
i d = w = 5= H w
BblpaeHWEaHWE r AB3au

Wzobpaxenne L DBTekaHWE TEKCTOM s
Tabawnua P

=% Pazmep v nonosedne

CoxpaHnte nzobpameHne...

Pucynok 173 — [Togmento M300pasxenue

— Ha manenu uHCTpyMeHTOB, B pa3zieiie M3o00paxkeHue HaXkMUTe KHONIKY (- : Pazmep

u nosioxkenue (cM. Pucynok 174).

MHcTpymedter Bug  OBwwi goctyn  Hagctpokikn

= i
& 5™ Pazmep v NoOAOHKEHWE = v

MaobpaneHne AB3ay

Pucynok 174 — Knornka Pa3mep u nosioxxeHue

- OTKpOfITe KOHTeKCTHOe MeHIO IIeJITYKOM npaBoﬁ KHOIIKKM MBI KW BBIIIOJIHUTE

KOMaHy PasMep H ITI0JIOKEeHHe.
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3. B oxue Pasmep u momnoxenme (cM. PucyHok 175) oTk/IOUMTe aBTOMAaTH4YeCKOe

COXpaHeHHe TPOTIOpPIHMii n306paxkeHus. JIJIs 3TOro HaXXMHTe KHONKY -~ (CoXpaHHTH
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA MpHHsIIa BU C 2.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPUHY U BBICOTY M300paskeHUsI.

5. Haxwmwurte kHonky OK.

Pasmep n nonoxeHne et
LWupuHa Bricota
o o
341 cm L =2 254 m "
Neewiit oTcTYN BepxHuit oTcTyn
sl sl
3,00 cm o 2,00 cm -

:::T:T:-I'I OTCHYWTBIBAETCA OT K28R CTRaHMLUB

Pucynok 175 — Oxno Pa3mep u noJioxeHme

2.5.3 A3MeHUTH MO3UITHIO H300PaXKeHUsI B TEKCTe

H3o06paxkeHe MOXeT pacrojaratbCs OTHOCHTEJIbHO OCHOBHOTO TeKCTa JOKyMeHTa
CJIeTyIONIMMU CIIOCODaMMU:

— B Tekcre — cTaHAapTHOE pacIojoXeHre N300paXkeHNs MeXy ABYMs ab3allaMu TeKCTa;

— Boxpyr pamku — o06TekaHHe TeKCTOM 110 KOHTYPYy H300pakeHus;

— CBepxy u cHH3Yy — 00TeKkaHHe TeKCTOM I10 BepxHel U HHMKHel paMKaM M300pakeHus;

— Ilepen TexkcToM — pacrnosioxkeHre n3006pakeHus riepe]] TeKCTOM B BHJle BEPXHET'0 CJIOS;

— 3a TekcToM — pacliiojioxxenuve I/1306pa)KEHI/I$I 3d TeKCTOM B BHJie HUKHero CJI04.

[To ymomuanuio u3obpakeHwe pacrojiaraercsi B Tekcre. UToObI WM3MEHUTH IO3UITUIO
1300pakeHus], BBIIIOJIHUTE CJIeIyIolIue IeHCTBUS:

1. Boigenute TtpebOyemoe wu3obpakeHre. YToObI BbIIEIUTb H300pakeHHe, KOTOpPOe

HaxXOAMUTCS B NO3UIMM 3a TEKCTOM, HaBe/lUTe Ha Hero KypCcop MBIIIM U HaXMHUTe Ha

0TOOPa3UBIIYIOCS KHOIIKY ®.
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2. Otobpa3uTe CIUCOK BO3MOXXHBIX TIO3UIUK M300pakeHUsT OJHUM U3 CIIeyIOIUX
Ccroco0oB:

— Bribepute myHKT koMmaHaHoro meHio dPopmar > H3obpaxkenme > O0TekaHue

TekcToM (cM. Pucynok 176).

Gopmar  Mhotpyments Bug  OBwwi goctyn HagcTpoikw  Cnpaeka

OuncTTe SopMaTipoBaHie Ctrl+5pace =~ = = = = R

, Aabo
WpndTm l‘E v = i= :E'[ - qr OBhI4HbI
Bmipaernueanne » AB3au CTiunm
Mzobpaxeqne r OBTexkaHne TeKCTOM P 0= B rekcte
TaGawua L2 .

= Pasmep v nonomedne i0:  Bokpyr pamkw
CoxpaHute nzobpaxerue.. O Ceepxy W CHU3Y

Il

Mepes TekcTom

Il

3a TexcTom

Pucynok 176 — [logmenio O0TekaHmne TeKCTOM

— Ha nanenu uHCTpyMeHTOB, B pa3zieie M300paxeHHe HA)KMUTe KHOIIKY w CIIpaBa OT

TeKyIe nmosuiuu nzobpaxenus (cMm. Pucynok 177).

WMHectpymentsr Bug  OBwwid goctyn HapcTpoiikw

II%.l C= B TekcTe v |2l = v
% L] 1.—

Q | & =
[J= B Tekcte =
Ab3ay

0= Bokpyr pamku |
O Ceepxy u cHW3y
IF Mepen tekctom

3a TekcTom

Pucynok 177 — Beibop no3unny nzobpaxxeHus

— IlpaBoii KHOIIKOM MBIIIM IIEJKHHUTE MO0 H300pakeHWI0 M BBIIOJIHUTE KOMaHIy
KOHTEKCTHOTO MeHI0 Q0TekaHHe TeKCTOM.

3. B oTkpeiBIIEMcs IOJMeHIO BbIbepuTe TpebyeMyo IO3UIINI0 N300paXkeHus!.
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H3ob6paxenue, koTtopoe pacrosiaraercs B TekcTe, MOXXHO BBIPOBHSITb IO TOPHU30HTAIU
(pacmoyioXXuTh CJieBa, ClpaBa WX MO MEeHTPy CTpaHuIbl) (cM. pasmen 2.3.2.1). Eciou mpu sTom
r3obpakeHue He OTJIeJIeHO OT TeKCTa ab3al[HbIMU OTCTyIlaMH, TO BbIOpaHHOE BhIpABHUBAHHE TaKXKe

IIpUMEHSEeTCA K TeKCTY, HaXOAJg1eMyCda B TOM Ke Haparpacl)e, 9ToO U I/I306pa)KEHI/Ie.

2.5.4 IlepemecTuTH H300paKeHHe

H306pa)KEHI/Ie MOJKHO I1epeMelldThb ClieJyIoInuMnu crocobamu:

— IlepeTaCKuBaThb, YAEPXHUBAs JIeBYIO KHOIIKY MBbIIIIH;

— IiepeMelidThb II0 BEPTHUKAJIM WJIN I10 TOPU3O0HTAJIM C IIOMOIIBIO KJIaBHII <—, T, l, — Ha
KJIaBUATYPe;

—  yKa3bIBaTh OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

2.5.4.1 IlepemMecTHTH C NOMOIIBI0 MBIIIH

YroObl IepeMecTUTh N300paXkeHre C IIOMOIIIbIO MBIIIIH, BBIIIOJIHUTE CIle[lylolliye 1eHCTBUSL:

1. Boigenure uzobpaxeHue, KOTOpoe HEOOXOJIUMO IIEPEMECTHUTh.

2. YIepxwuBas JIeByI0 KHOIIKY MBIIIM, IlepeTaliuTe u3obpaxkeHre Ha TpeOyeMoe MecCTO B
JIOKyMeHTe.

3. OToycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aHUKCUPOBATH MO3UIUIO U300pakeHUsl.

2.5.4.2 IlepeMeCTHTH C IOMOIIBI0 KJIABHII KJIAaBHATYPHI

[lepemernienue c TOMOIIBIO KIABUII <—, T, |, — HEIOCTyNHO i1 H300pakeHus,

pacnosnoxeHHoro B Tekcre (cM. pazgen 2.5.3).

Yrobbl mepeMecTUTh u300pakeHHe C TIOMOINBIO KJIABUIN KJIABUATYPHI, BBIOJHUTE
Clleqlytolire AeiCTBUS:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. Tlepemectute M306pakeHe BJIeBO/BIPAaBO/BBepxX/BHU3, HAXKUMas Ha KJIaBUIy <«—, —, T

WA |.

[IIar nepemeriieHus 3aBUCUT OT MacITaba JOKyMeHTa:
— ecqm macirrad < 199%, To mar = 4 MuMm;

— eciu macirrad > 199%, to miar = 1 mMm.
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Yro6bl yBEJIMIUTH IIIAr, IepeMernianTe u300pakeHre KJaBUIIaMu <«—, T, |, —, yIepKuBas
HaxaTou kiasuiry Shift. B manHOM ciydae 1mar rnepemerrienus OyieT paBeH:
— ecmu Macmtab < 199%, To mar = 4 cMm;

— ecimu mMaciatad > 199%, to mar = 1 cm.

2.5.4.3 Yka3aThb OTCTYNbI OT JIEBOT0 H BepXHero Kpas CTPaHUIlbI

H306pa>KEHI/Ie MOJXHO IIepeMeCTUTb, YKda3dB ero OTCTYIIbl OT JIEBOI'O W BepXHero Kpad

CTPaHMUIIBI.

JlaHHBIH criocob mepeMeliieHUsI HeOCTYIIeH JIjisi u300pakeHUs], paciioyiokeHHoro B Tekcre

(cMm. pazgen 2.5.3).

YToOb!I yKa3aTh OTCTYIIbI U300paskeHusl, BBIIIOJIHUTE CJIeAYIOIIre AeiCTBUS:
1. Beigenute uzobpaxeHnue.
2. Orkpotite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIYIONIHMX CIIOCOOOB:
— Bribepute myHKT KOMaHgHOro MeHio Popmar > H3odopaxkenue > Pa3mep u

noJsoxenue (cMm. Pucynok 178).

Qopumar  MHctpyments Bug  OBwwid goctyn Hagctpoikn  Cnpaexa

OuncTUTe fopMaTUpoBaHKE Ctrl+5pace —

[
<
i
il

it

£

T

Il
i
I

£

WpndgTe » [p—

BripaeHueaHue P AB3aL

Mzobpamerne L ObTekaHne TEKCTOM ’
Tabawua 4

7 Pa3mep W nonoxeHue

CoxpaHnTe nzobpaxeHue...

Pucynok 178 — Ilogmenio U3o0pakenue

— Ha manenu uHCcTpyMeHTOB, B pa3zieiie 300paikeHne Ha)kMUTe KHOIKY (1 Pa3mep

u nojioxkenue (cM. Pucynok 179).

MHctpymenter Bug  OBwwi goctyn  Hagctpolikw

- .

é w = B Tekcte ol 2 =¥

Q 07 Pasmep v nonoweHue = v
M3obBpaxeHue Ab3auy

Pucynok 179 — Knonka Pasmep u noJioxeHnue
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— OrtkpoiiTe KOHTEKCTHOE MeHIO ILIeTYKOM IIpaBOM KHOIKW MBIIIM M BBIOJHUATE
koMmaHy Pazmep u moJio:keHnue.
3. B okxue Pasmep u mosoxenue (cM. Pucynok 180), B nose JleBbIii OTCTYIl yKaXkuTe
OTCTyIl OT JIeBOrO Kpasi CTpaHuIlpl. B mose BepxHmuil oTCTynm yKaXuTe OTCTYII OT
BepXHero Kpasi CTPaHHIIBL.

4. Haxwure kHonky OK.

Pasmep W NonoxeHue *
WunpuHa: Bricota:
B Bl
3.41 cm L =2 254 cm »
Neewif oTcTyM: BepxHwi oTtcTyn:
~ -~
3,00 cm o 2,00 cm »

CT:T'J.'I'I OTCHWTBHIBAETCA OT KpaA CTPRaHuL b,

Pucynoxk 180 — OxHo Pa3mep u noJioxkeHue

2.5.5 CoxpaHHTh H300paKeHHe

H3o6pakeHue 13 JOKyMeHTa MOXXHO COXPaHUTh Ha KOMIIbIOTepe.
J11s1 3TOTO BBINIOJIHWTE CIleAYIOle IeUCTBHUS:
1. Boigenurte uzobpaxeHnue.
2. BbinonHKTe KOMaHAy COXpaHeHUs OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— Bruibepute myHkT komaHgHOoro MeHio Popmar > H3zobpaxenue > CoxpaHHTH

u3oopaxkenue (cMm. Pucynok 181).

Qopmat  Minctpymedts Bug  OBwwi goctyn Hagctpoikw  Cnpaska

OuUKCTHTE dopMaTUpoBEaHNE Ctrl+5pace —

i

£

1]
hl
1]

ki
£
T
Il
i il
I
£

LWpndTo »

BmpaeHueaHne ’ AB3au

MzobpaxerHne L OBTeKaHWE TEKCTOM r
Tabnuua 4

57 Pasmep v noaokeHue

CoxpaHuTs M306pameHne...

Pucynok 181 — Ilonmenio U3o0paxkeHue
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— OrtkpoiiTe KOHTEKCTHOE MeHIO ILIeTYKOM IIpaBOM KHOIKW MBIIIM M BBIOJHUATE
koMaH1y CoXpaHUTH H300pakeHHe.
3. B oxHe ¢ailsioBoro MeHe/pkepa BblOepUTe MalKy AJIsi COXpaHeHUs], yKaXxuTe uMs ¢aiisia

" Ha’KMHUTE KHOIIKY Coxpa}m’rb.

H306pakeHre COXpaHSIETCS B UCXOTHOM pa3Mepe.

Ecimmn u3obpakenre 6b1710 06Ope3aHO B IOKYMeHTe C MOMOIIbI0 CTOPOHHEIO MPUJIOXKEeHU s,

TO OHO COXPaHSeTCS B UCXOAHOM (110 0Ope3KH) BH]IE.

2.5.6 Ynanurts uzoopaxenue

YTo0b!l yIanuTh n300pakeHue, BHITIOHUTE CIIeIyIOIIHe IeHCTBUS:

1. Boimenutre wu3obpaxeHue, KOTOpoe HeOOXOIWMO —yAAnuTb. UTOOBI  BBIIEJIWTH
n300pakeHre, KOTOpPOe HAXOJIUTCS B MO3UIIMU 3a TeKCTOM, HaBe[luTe Ha HEro Kypcop
MBIIIY U HAKMUTE Ha OTOOPA3UBIIIYIOCS KHOIKY @

2. BeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CIeyIOIINX CII0COOO0B:

— Ha mnanemu wuHCTpyMeHTOB, B pasnene HM3o0paykeHme HaXMUTE KHOIIKY

(Ynanurs uzoopaxenue) (cM. Pucynoxk 182).

WMuctpymentsr Bug  OBwwni goctyn  HagcTpoiikw

_ W
L = B tekcte w [2al — W

i ol - —_

— —
Q 7 Pazmep w nonoxeHune M-

MaobpaxeHwe AG3ay
Pucynok 182 — Knonka YaanuTth u3obdpaxkeHue
— IlpaBoii KHONKOM MBIIIM IIeJKHUTE 10 H300pakeHWI0 U BBINOJHUTE KOMaHAY

KOHTEKCTHOTO MeHIO YJaJIuTh H300pakeHHe.

— Haxwmure Ha kiaBuiry Delete v Backspace Ha kiiaBuaType.
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2.6 Pabora c purypamu

B 1OKyMeHTbI MOXHO 100aB/ISTb PUIYpPHI CIEYIOMMX TUIOB: MPSIMOYTOJIbHUK, 3JUIMIIC,
TpeyTo/IbHUK, pOMO, 3aTHYTBIM yroJl, 3Be3/ia, cep/ille, CKOOKH, CTPeJIKU, BBIHOCKH, TEKCTOBOE TOoJIe.

Puryps! MOXHO 100aBJIATh B Jitob0e MeCcTo JOKyMeHTa, KpoMe 06J1aCTh CHOCOK.

2.6.1 BcraButh purypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. VYcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/la HeOOXOAUMO BCTaBUTh QUTYDY.
2. Orobpasure Ciucok GpUIyp OHKUM U3 CIIeIyIOIIKX CIIOCODO0B:

— Broibepute nyHkT koMaHaHOTO MeHio BeraBka > ®@urypa (cm. Pucynok 183).

Beragka  Qopmat  WMHotpymernts Bug  OBwwid goctyn HagcoTpoiikun

[ zoBpameHne... v [ 14 v A
TekcToBoe none )
1 durypa F O [MpAmoyroasHWE
3

BH Tafnmua... O 3anmnc
(M Dopmya. M TpeyronsHuk

» Pomb
= Paspeis cTpatmU Ctri+Enter [ 3aruymesii yron
"= Paspwie pazgena i
#  Hymepauma cTpaHnl,. Alt+P v e
B KonoHtumyaw [] Crobxu ,
=: OrnaeneHue = Crpenku ,
¢ Ceolka... Ctrl+K [1 BriHockw 3

Pucynok 183 — Komangnoe mento BeraBka
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— Ha nmanenmm vuHCTpyMeHTOB, B paszieiie BcraBka HakMUTe KHOTIKY ==+ (cM. PrucyHok 184).

Ha otro6pasusiiielics naHesm BCTaBKU HaBeJJUTe KYPCOP MBbIIIIY HAa KHOMKY 'ﬁ (Purypa).

boB: AaBoBE AaB6Bel AaB6Bel ... F'}, @ Oﬁ) E]

Hymepauua cTpaHuL,..

> a0 B

oBOK 1 Jaronosok 2 Jaronoeok 3 Faronosok 4 L !
@ Wzobpamenne... -~
T | Tekcrosoe none Q
OcHoBHBIE 6] Durypa >
OO ACOD |8 ume ,
Sif @ @ Dopmyna...
Crobrn L
"/ Pasprie cTpaHuuw
I =
— Pazpbie pazaena
Crpenkn
#p
g KonoHTUTY AR

|—{_F| CJI:I IJ_}—I D OrnaeneHne
BoiHocKK )
C;’ Coonka..,

O

MepekpecTHan CoplIKka..,

Jaknagka..

> ]

Pucynok 184 — [1anenb BcTaBKu

3. B orTkpsbiBIIEeMcsl IOJMeHIO BbIbepuTe Tpebyemyro GpUrypy.
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2.6.2 BcraBHUTE TEKCTOBOE I10JIe

TekcToBOe 1oJle — 3TO TEKCT B paMKe, KOTOPBIM MOXKHO JIETKO IlepeMeIaTh B Ipefesiax
pelakTUpyeMoro [AOKyMeHTa. TeKCTOBble TIOJii MMEIOT IIMPOKOe IpHMeHeHWe W MOryT
WCII0/Ib30BaThCSl, HAlpUMep, IJIsl CO3[laHus MOANMCEeN K 3JIeMeHTaM PUCYHKA WIA BbIHOCKU ITATAT
M3 OCHOBHOTI'O TEKCTa JIJIsl TPUBJIeYeHUs] BHUMAHUS K HUM.

YT0oOBI BCTaBUTh TEKCTOBOE T10JIe, BBHITIOJIHUTE CIIeIyIOIIHe IeHCTBUS:

1. VYcraHoBure Kypcop B TO MeCTO JIOKyMeHTa, Ky/la He06X0JIMMO BCTaBUThb TEKCTOBOE T10J1e.

2. BblnonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIEIYIOLIHX CIIOCOOOB:

— Buibepure nyHKT koMaHgHOro MeHi0 BeraBka > TekcroBoe moste (cm. PucyHok 185).

Beraeka @opmar  Wectpymednts  Bug OB

-]  MzoBpamenne...

TekcToeoe None

Pucynok 185 — KomangHoe mento BeraBka

— Ha mnaHemu wHCTpyMeHTOB, B paslerle BcraBka HaXMWUTe KHONKY oo,
Ha orob6pasuBiieiics naHejid BCTaBKHA HaXXMUTe KHOIIKY E[ (TexcroBoe moJie)

(cMm. Pucynok 186).

AaB6Bel AaB6Bel ... F'}, @'5?3' E -

Jaronoeok 3 Jaronopok 4 L1

o
HzobpaxeHwe.., ~

Pucynoxk 186 — Ilanenb BcTaBku

3. Baenurte B TekcToBoe mojie TpeOyemblid TeKCT. PopMaTHpoBaHMe TeKCTa B TEKCTOBOM
T10JIe OCYIIeCTBIISIeTCSl aHAJIOTMYHO (OPMAaTUPOBAHUIO OCHOBHOT'O TEKCTa JIOKYMeHTa.
4. YToObI CHATB BBIJIEJIEHWE C TeKCTOBOTO IIOJIS, IIEJIKHUTE I10 JII060MY MeCTy JIOKyMeHTa

3d IipefiejiaMy TeKCTOBOT'O I10JIs.
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2.6.3 PemakTupoBath purypy

B ¢urypy moxxHO 106aBUTH Ciieflytolye 3JIeMeHTHhl:

TekcT (cM. pazgnen 2.2.1),

nzobpaxenue (cM. pazuen 2.5),

TeKYIIyIo JIaTy Wiv BpeMs (cM. paszaen 2.2.8),
cchUIKy (cM. paspen 2.2.5),

3ak1anKy (cM. pasgen 2.2.7).

Yto6bl 106aBUTH B GUTYPY KAKOU-TTMOO 3JIeMEHT U3 TepeurcieHHbIX, TepeiIuTe B peXXuM

ee peddKTHUPOBdAHUA. I[J'IH 3TOro BbLIEJIMTe Cl)I/Il"ypy JBOMHBIM IIIETYKOM MBIIIIH.

YToOBI BBIUTH U3 PeXrnMa peldKTHUPOBAHU, IIEJIKHUTE II0 J'IIOGOMY MeCTy OOKYMeHTda 3d

1pefieJlaMyA (PUIYPHI.

B HaCTOsIee BpeMsa ,I[E‘I‘/‘ICTBYI-OT dlegyrmye OorpdHu9eHusI:

PeXXVM pelJaKTHPOBAaHUS He TIOfjiepXXuBaeTcs i (UIYp, KOTOpble HaxOHSTCS B
no3unuu 3a TeKCcToM (cM. pasgen 2.6.8), u mis ¢uryp, pa3BepHYTHIX O[]
IIPOM3BOJIbHBIM YIJIOM B CTOPOHHUX TeKCTOBBIX pe/lakTopax;

ecii B IIPWIOXKEHMM  BKJIIOYEH  peXXuM  MapkupoBaTb  HCHpaBJIeHHS
(cM. paspen 2.11.1), To npu pefakTUpOBaHUM (GUIYPbI MCIPABIIEHUS MapKUPYIOTCS

I[BETOM, HO He 0TOOPakaloTCs Ha ITaHeJIu UCIIPaBJIeHUH.

2.6.4 3anuBKka purypsl

BHyTpeHH!010 0651aCTh PUTypPbI MOXHO 3aII0JTHUTH JIFOOBIM I[BETOM MJIU U300paskeHreM.

2.6.4.1 3anuBKka puUryps nBeTomM

,HJ'[S[ 3dJIMBKH qJI/IprbI IBETOM BBIIIOJIHUTE CJIeAyrolIue JIeMCTBUSL:

1.

Beipennre GpUrypy oJHMM I1IeJTYKOM MBIIINA WU BBIJIEJIUTe PUIYPY ABOMHBIM HIEITYKOM
MBIIIIY, YTOOBI IepeiTU B peXXUM ee peJJakTHPOBaHUS.
YToOB! 3an10/IHUTL GUTYPY IOCIEeJHUM IBEeTOM, KOTOPBIN HCIIOJIb30BAJICS AJIsl 3aJIMBKU

00BEeKTOB paHee, Ha IIdHeJIM WHCTPYMEHTOB, B pa3fejie @nrypa HA’XMHUTe KHOIIKY

£

== 1IBeT 3amuBKH (cM. PrucyHnok 187).

YTo6b! 3amoyHUTh GUTYPY APYTHMM I[BETOM, HaXXKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKHU

L

== 1IBEeT 3aJITMBKH.



203
502220-29144487-2016-01 34

[rp—
- —_

[rp—

Ab3zay

II [.-2_ LEeT 3a1MEKKM \{:J} E B TekcTe v

C|'|'

Il
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i

HeT 3an1BkKK

MocnegHue UBeETa:

LipeTa TeMbI:

H EMEEEEN

Apyrve uBeTa...

Wzobpamernne:

Bmbpate...

Pucynok 187 — Knonka IlBeT 3a1uBKH

4. BribepuTe HEOOXOIUMBIH IIBET OJTHUM U3 CJIeIyIOIINX CIIOCOOO0B:

Bribepute mnomxopsmuii 1Ber B Osioke Ilocnemnme mBera. B manHOM Gioke
0TOOpaXkaloTCSl TMATh TOCHEeJHUX I[BETOB, KOTOpble UCIOIb30BAIMCh IIPU
dopmaTupoBaHUM 0OBEKTOB JJOKyMEHTa paHee.

Boibepute mnonxonsimuii nBer B Omoke IIBera Tembl. B jmanHOM Groke
0oTOOpaXkaeTcsl IIBETOBAs MAJIMTPA TeMbI TEKYIIero JOKyMeHTa.

Haxxmute kuHonky Jlpyrue nBera. B oTkpbiBiieMcss okHe BbiOop mnBera
(cm. Pucynok 188) ykaxkurte Tpebyembiii mBeT B Buie HEX-koma umu B dpopmare

RGB u naxxmute kHoriky OK.
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Bribop ueeta >
Hex-koa: MpegnpocaoTp:
e |
KpacHbi: JeneHolia: CHHWIA

9 L 12 D ee

! Tt Lt

Pucynok 188 — Okuno Beroop nBera

2.6.4.2 3anuBka ¢urypsl nzoopakeHueM

YToObI 3aM0yIHUTE GUTYPY M300pakeHHeM, BLITIOJIHUTe CIelyIoIiue TeHCTBUS:

1.

Beipenure GpUrypy OJHUM IIIeJTYKOM MBIIINA UK BBIIEJIUTE PUIYPY ABOMHBIM IETYKOM
MBIIIIH, YTOOBI IIepeiTH B peXXUM ee PeJJakKTHPOBaHUS.

Ha nanenu HUHCTPYMEHTOB, B pa3jejie CI)nrypa Ha’>XMUTE Hd CTPeJIKY CIIPpdBd OT KHOIIKH

£

== 1IBeT 3a;muBKH (cM. PrucyHok 187).
B otkpsiBiieMcst okHe, B 610ke M300pazkeHue Ha)kMuTe KHOTIKY BoIOpaTs.
B okue ¢aitioBoro MeHemkepa Beibepute TpebyeMoe u3obpaxkeHre U HAXKMUTe KHOIIKY

OTKpBITH.

2.6.4.3 OTMeHHTD 3aJTUBKY

YTOoOB!I OTMEHUTH 3aIUBKY PUTyPbI, BHIIIOJIHUTE CIIeAyIOIe 1eHCTBUS:

1.

Beipgenurte GpUrypy oJHMM IIIeJTYKOM MBIIINA WU BBIJIeJIMTe PUIYPY JBOMHBIM IETYKOM
MBIIIIY, YTOOBI [IepefTH B PEXXUM ee PeJJaKTUPOBaHMUSL.

Ha nanenu uHCTpyMeHTOB, B pa3ziesie Purypa HaXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU

£

== 1IBeT 3amuBKH (cM. Pucynok 187).

B oTkpeiBIIeMcs OkHe HOXKMUTe KHONIKY HeT 3a1uBKH.
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2.6.5 Kouryp ¢urypst

2.6.5.1 HacTpouts KOHTYp pUryphI

HJISI KOHTYpPa (l)I/II'y PBI MO’KHO OIlpegennuTb OBET, TOJIIWHY U TUIIl JIMHUHA.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlre 1eHCTBUSL:

1. Beigenurte GUrypy OJHHAM IIETYKOM MBIIINA WM BBIIeJIUTe PUIYPY JBOMHBIM IIETYKOM
MBIIIIY, YTOOBI [IepeiTH B PeXXUM ee PeJJaKTHPOBaHMUS.

2. UYtobpl prMeHUTDb K (pUIype HAaCTPOMKU KOHTypa Ipelblayllero o0beKTa, Ha IaHeIn
VHCTPYMEHTOB, B pa3zziejie Purypa Ha)kKMHUTe KHOIIKY E Kontyp (cMm. Pucynok 189).

3. Utobel ompenenuth yisi PUIYpPHI APYrodl KOHTYpP, HaXMHUTe Ha CTPeJIKy CIpaBa OT

+E = = = = II 2 UeeT 3anmekn  ~ E B TekcTe g
i— = 3= H T E KoHtyp % MoaroHate pasmep
AB3au

HeT koHTypa

MocnegHue ueeTa:

LipeTa TEMBI:

Apyrue ueeta...

ToawmuHa AMHKWK: 0,25 pt

Pucynoxk 189 — Knonka Konryp
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BribepuTe 11BeT KOHTYpa OJTHUM U3 CJIETyIOITUX CITIOCOOOB:

— Bruibepute mnopxopsmmii 1Ber B Onoke Ilocmemume mnBera. B mganHOM Oiioke
oToOpaXkaroTCsl  NAThb  IIOCIeHUX  I[BeTOB, KOTOpble  HCIOJIb30BalMCh  IIpU
¢$opMaTrpoBaHUU OOBEKTOB IOKYMEHTa paHee.

— Bruibepute nmogxopmsmuii 1Bet B 60ke IIBera Tembl. B manHOM 06i0Ke oTOOpakaeTcs
I[BETOBAs IAJIUTPa TeMbl TEKYIETO JOKYMeHTa.

— Haxmure Ha kHonky J[lpyrue mnBera. B orkpeiBiieMcs okHe Bsioop mnBera
(cMm. Pucynok 190) ykaxure Tpebyemsiii 11BeT B BUujle HEX-kona unu B popmare RGB u

HaxxmuTe KHOTIKy OK.

BriBop usera >
MpeanpocmoTp
e-m
KpacHwid JeneHwiid CHHKMA
ss 9% | 146

Pucynok 190 — Oxno Bei0op nBera

4. B mone TommmHa JHMHHM YKaOXXUTe TpeOyeMylo TONIIHMHY KOHTYpa BPYYHYIO WIA C
IIOMOIIIBIO TIepPeKJIroYaTesIs.

5. Breibepure TUII IMHUM KOHTYPA U3 IPeyCTAaHOBIEHHBIX 3HAYeHUH.

2.6.5.2 Yaanuth KOHTYp purypsl

YTo6BI yIaMUTh KOHTYP QUTYPHI, BBITOIHUTE CIIEAYIOIIe AeHCTBUS:

1. Beigenure Gpurypy ogHMM IIETYKOM MBIIIN WINA BBIIEIUTE GUTYPY JTBOMHBIM IIETYKOM
MBIIIY, YTOOBI [IEPEHTH B PEXXUM ee peJJaKTUPOBaHHSI.

2. Ha maHenm MHCTPYMEHTOB, B pa3ziesie Purypa HaXKMUTe Ha CTPEJIKY CIpaBa OT KHOTIKH
""" KOHTyp (cMm. Pucynok 189).

3. B orkpeiBiIeMcs okHe HakMuTe KHOTIKY HeT koHTYpa.
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2.6.6 I3menuTts pasmep ¢urypsl

Pazmep ¢uryps MoXXHO U3MEHUTDH C COXPAaHEeHHeM W 6e3 COXpPaHeHHs ITPOIOPIHH.

YTo6bl M3MEeHUTHh pasMep QUIYPbl C COXpaHEeHWeM IIPONOPLUM, BBIIIOJIHWTE CJIefyIoliue

JeUCTBUSL.
1.
2.

Brinenute purypy, paamep KoTOpoil He06X0IUMO U3MEHUTb.
VY nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHATeE JTIF0O0M U3 YIJII0BBIX MapKepOB PaMKH Tak,
YTOOBI PUTrypa NPUHsIIa HeoOXoauMbIi padmep (cM. Pucynok 191).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QUIypHI.

g &

Pucynok 191 — U3menenne pasmepa Gurypel ¢ coxpaHeHHeM IpONOPIUi

YTo6bl M3MeHUTh pa3Mep PUrypbl Oe3 cOXpaHeHUs MPOIOPLKH, BBIIOJHUTE ClelyloIye

IIeUCTBUAL.
1.
2.

Brienute purypy, paamep KOTOpoii HeO6XOIUMO U3MEHHUTb.

VnepxxuBasi JIeByl0 KHOIIKY MBIIIM, IlepeMecTUTe OIUH U3 MapKepoB paMKU QUIyphI

(cMm. Pucynok 192):

— JUIS W3MeHeHHUs BBICOTHI (PUIyphl IlepeMecTUTe BepXHHUW WM HIDKHUM MapKep
paMKH;

— I U3MeHeHUs MIUPUHBI GUTYPHI IlepeMeCTUTe JIeBbIM WX IIPaBbli MapKep PaMKH.

OTnycTtuTe jIeByI0 KHOIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QUIYpHI.

Pucynok 192 — U3menenne pasmepa ¢urypel 6e3 coxpaHeHuUs IIPONIOPLUAN
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2.6.7 IlogoraaTs pa3mep GUryphI MO TEKCT

BricoTy ¢purypbl MOXXHO IIOJIOTHATh O] PaCIOJIOXKeHHBIM B Hel TeKCT.
J171s1 3TOTO BBITIOTHUTE CIIeAyIOIIe IeUCTBUS:

1. Beinenure ¢urypy.

2. Ha maHenu WMHCTPYMeHTOB, B pazneiie ®urypa (cMm. PucyHok 193) HaxkmMuTe KHOIKY

IToaroHsATHL pazmep.

B ) LleeT sanuekn v C= B Texcre w rﬂ

q1 == KonTyp v Moaroxate pazmep

Turypa

Pucynok 193 — Knonka Iloaronsars pa3mep

YT0oOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr O] TEeKCT, BHIIIOJIHUTE JaHHbIE IeUCTBHUS ITIOBTOPHO.

2.6.8 3sMeHuTH NO3UIUI0 PUTYPHI B TEKCTe

Pacnionoxenve ¢Gurypsl OTHOCHUTENIBHO TeKCTa MOXKHO U3MeHsTb. Harpumep, ¢urypa
MOXXeT pacIiojlaraThCsl B TEKCTe, Iepe]] UK 3a TeKCTOM.

Jly1st BBIOOpA 103Uy GUTYPHI BHIIOJIHUTE CllelyIoIye eHCTBUS:

1. Brigemure Tpebyemyio ¢urypy. UYToObl BbIIENUTb (PUIYyPy, HAXOMSIIYIOCS B IO3WIUU

3a TeKCTOM, HaBe[JUTe Ha Hee KypCOP MBIIIIN U HAKMUTE Ha 0TOOPa3UBIIYIOCS KHOIIKY 9

(cM. Pucynok 194).

~1
<
v
[}

il
.
-

Pucynok 194 — ®durypa 3a Tekcrom



209
502220-29144487-2016-01 34

2. Otobpa3uTte CIMCOK BO3MOXKHBIX TIO3UITAN GUTYPHI OJTHUM U3 CJIETYIONTHUX CIIOCOOOB:
— Ha nanemm uHCTpyMeHTOB, B pasznenie durypa HaXMHTe KHOIMKY w CIlpaBa OT

TeKyIel no3unuu ¢urypsl (cMm. Pucynok 195).

— = = = BE 1 ﬁ LleeT zanuekn v = B tekcte \Ig @
J— J— — L]
— _-— a— e w —
= = = 1:[ q1 - OHTYR O= B rekcre
AB3au Purypa

0= Bokpyr pamku
O Ceepxy v cHU3y
IF Mepea Tekctom

3a TekcToM

Pucynoxk 195 — Breibop nosuiuu ¢purypsl

— IlenkHuTe mpaBOM KHOIKOM MBIIIM 10 QUIype U BBHIIOJHATE KOMaHIy
KOHTEKCTHOT0 MeHI0 Q0TekaHHe TeKCTOM.
3. B oTkpbIBIIEMCS IOJIMEHIO BbIOepUTe TpebyeMyto MO3UINI0 GUTYPBI:
— B TekcTe — cTaHAapTHOe pacrojioXeHue GUIypbl MeXXIy AByMs ab3allaMy TeKCTa;
— Bokpyr paMku — 06TekaHHe TeKCTOM 110 KOHTYPY GUTYPHI;
— CBepxy u cHH3y — 00TeKaHHe TeKCTOM I10 BepxHel U HUKHel paMKaM GUryphl;
— Ilepen TekcToM — pacrosioXxeHue GUTypbI Iepef] TEKCTOM B BUIe BEpXHero CJIos;

— 3a TeKCToM — pacnosiokeHue GUTryphl 3a TEKCTOM B BUJIe HUXKHEr0 CJIOSI.

2.6.9 Ilepemecturs purypy

durypy MoxHO MepeMelaTh CJIeAYIONUMU CIIOCOOAMHU:

— IleperackuBaTh, y/iepKHUBast IEBYIO KHOTKY MBIIIIH.

— Ilepememarh CTPOro Mo BepPTUKAIM WIK M0 TOPU30HTAJIM C TIOMOIIIBIO KJIaBHII «—, T, |, —
Ha KJjaBuarype. JlaHHBIM ciocob OCTyTieH, ecyid GpUrypa HaXOOUTCS B J1t000M MO3HUITNH,

kpoMe nosuniiu B Tekcre (cM. pasgen 2.6.8).

[Tpu nepemenienyy GUIypsl C IOMOIIBIO KJIABUII <—, T, |, — IIar lepeMelleHns 3aBUCUT OT

Maciraba JIOKyMeHTa:
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— eciu Macrab < 199%, to mar = 4 MMm;

— eciu maciarad > 199%, to miar = 1 Mm.

YToObl yBeMTWYMUTH IIar, IepeMelnaiite ¢GUTypy KiaBuiiamMu <—, T, |, —, yaepXuBas
HaxaTou kiasuiry Shift. B manHOM ciydae 1mar rnepemerrienus OyieT paBeH:
— eciu Macrab < 199%, to war = 4 cMm;

— ecimu mMaciatad > 199%, to mar = 1 cm.

2.6.10 Yaanuts ¢purypy

Yro06bl yianute GUrypy, BEIIIOJIHUTE CIeyolye JeiCTBHUS:
1. Beimenure ¢urypy, KOTOpyH0 HeOOXOAMMO yIalnuTb. YTOOBI BBIIENIUTH GUTYDY,

HaxXOoodgmMyrocs B IIO3UIHUN 3a TEKCTOM, HdBeJWTe Hd Hee KypCOp MBIIIK WU HA’)KMUTE Ha

0TOOPA3UBIIIYIOCS KHOIIKY 9 (cM. Pucynok 194).
2. BrblinonHUTe KOMaHy yajieHus OHUM U3 CIIeIyIOIIUX CIIOCODOB:

— Ha nanemu uHcTpymMeHTOB, B pasnene Purypa (cMm. Pucynok 196) nHaxkmure

KHOIIKY (ﬂ (Yoanuts ¢urypy).

1 g LleeT sanuekn v O= B Tekcre w @
_— T
q7 o KoHyp v Moaroxate pazmep
Durypa

Pucynok 196 — Knonka Yganurts ¢purypy

— IlpaBoli KHONKON MBIIIM IIeJIKHATE 110 ¢UIype U BBIIOJIHATE KOMaHIy

KOHTEKCTHOT'O MeHIO YIaJuTh QUrypy.

— Haxmure kiiaBuiry Delete v Backspace Ha kiaBuaType.
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2.7 Pabora c popmynamu

2.7.1 BcraButs popmyny

B TekcToOBbIi HOKYMEHT MOXHO A00aBisTh Gopmysibl. PopMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MpeoOPa30BBIBAIOTCS M 0TOOpAKarOTCS B TEKCTe B CTAaHIAPTHOM
(obrmmenpuHSITOM) BH/IE.

YtoObI BCTaBUTH HGOPMYITy, BHIIIOJIHUTE CJIeIyIOlre JeHCTBHUS:

1. VcranoBuTe Kypcop Ha TO MeCTO B JIOKYMeHTe, Ky/la HeOOXOAMMO BCTaBUTh GopMyily.

2. BeinonHuUTe KOMaHAy BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Broibepute nyHkT koMmaHaHoro meHio BeraBka > ®opmyana (cm. Pucynok 197).

Becraeka @®opmar  WecTpymedts  Bug 06
Hzobpaxerne..,

TekcToeoe none

Durypa L

Tabamua...

G E QH-

Dopryaa...

Pucynok 197 — Komangnoe mMenio BecraBka

— Ha nanemu uHCTpyMeHTOB, B paszieiie BcraBka HakxmuTe KHOIIKY =+ (cM. PucyHok 198).

Ha oTo6pasuBIeiica naHeIM BCTABKK HaXXMHTe KHONKy |JL) (Popmyiia).

AaB6Bel AaB6Bel' ... [Hv [ ) [5]

3aronoceok 3 Jaronoeok 4 L1

~ HzobpaxeHwe.., ~
.. TekcToBoe none Q
|\:\‘| Durypa >

=

L__} Tabamua... »

@ Dopyaa... %

Pucynok 198 — Ilanenb BcTaBku
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3. B okue ®opmyna (cMm. Pucynok 199), B mose Bripa:xkenne LaTeX Beemute popmyiy
Ha s3bike pasmerku LaTeX. HWroroBeii Bum ¢opmysibl  0TOOpasdTCS B TIOJie
IIpenBapuTenbLHBIH IPOCMOTP.

4. Haxwmure kHonky OK.

Mopryna >

Bripamernwe LaTek:

.$ z=~frac{-b~pm “sgrt[]{b"{21-dacli{2alsl

MpegeapuTenbHBIA NpoCMoTR:

b+ b — dae

2a

I =

Pucynok 199 — Oxxo ®opmyna

B Tekyimeit Bepcuu He TOJEp)KUBAeTCs oTobpakeHWe GopmyJi, co3laHHbIX B Microsoft

Word 1993 u 1997.
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2.7.2 PepakTupoBath GpopmMyTy

YroObl pejakTUPOBATh (GOPMYJTY, BBIIIOJIHUTE ClIeAyIOlIe el CTBUS:
1. OtkpoiiTe OKHO peJaKTHPOBaHWs (GOPMYJIbl OJJHUM U3 CJIeJYIOIINUX CII0CODO0B:

— Brigenure gopmysy LienykoM JieBOM KHONKK Mblid. Ha maHenu MHCTPYMeHTOB,

B paszjiesie Popmysia HOXKMUTE KHOTIKY {:} N3menurs (cM. Pucynok 200).

Waiin  [paeka Beraeka @opmat  MHotpymedts Bug
hd of:\ @ A é {:} zmeHUTE
53 » O Q @ Yaanute

D®ann Mpaeka DopmMyna

Pucynok 200 — Knonka 3meHuTH

— DBrpigenure ¢opmyily IeNYKOM IIpaBOM KHOIKM MBIIIM. BreIosHUTE KOMaHIy
KOHTEKCTHOro MeHI0 U3MeHHuTH popmy.ty.
— DBrimenure popMyily IBOMHBIM IIeTYKOM MBIIIIN.
2. B okxue ®opmyna (cm. Pucynok 199), B none Boeipaxenue LaTeX penakrtupyiite
dopmyiy.

3. Haxwmure kHoniky OK.

2.7.3 N3menuTts pa3mep ¢popMyJIbl

YTo06b! M3MeHUTh padMep GOPMYJIbI B TEKCTe, BLITIOJHUTE CIIeAYIOIIe TeHCTBUS:

1. Beigenure ¢popmyiy.

2. YIepxxvBas JieBYIO KHOIIKY MBIIIH, IPOTSHUTe JIF000 M3 YIJIOBBIX MAapKepOB paMKH Tak,
yTo6ObI GOpPMYJia IPUHSIIa He0OX0oauUMBbIHM padmep (cM. Pucynok 201).

3. OTnmycTuTe JieByI0 KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIM pa3Mep GOPMYJIbI.

b+ b — da
2a

Pucynok 201 — U3menenue pazmepa ¢GpopMyJibl
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2.7.4 Y nanmuts popmyiny

Yto6b! yianutb GopMyIty, BEIIIOJIHUATE ClIeyIollre AeCTBUS:

1. Brimenure ¢popmyiy.

2. BrinonHrTe KoMaHAy yIanieHus GOPMYJIbl OJJHUM U3 CJIeAYIOIIKX CII0COD0B:
()
— Ha nanenu uHCTpyMeHTOB, B pasfiesie Popmyina HaxxMuTe KHONKY i YmaauTh

(cMm. Pucynok 202).

@aiin  [lpaska Beraeka @opwmar  MHotpymentm Bug
¥ o @ v é {:} smetuTs
'Ei] » 2 C Q @ Yaanute

$ann Mpaeka dopmMyna

Pucynok 202 — Knonka Y gaaurb

— H_IeJ'I‘IKOM HpaBOﬁ KHOIIKM MBIIIHN OTKpOI:ITQ KOHTeKCTHOe MEeHIO K BLIIIOJIHUTEe

KOMaHly Y JaJIuTh (pOopMyJIy.
2.8 MakeT cTpaHHIBI

2.8.1 IlapameTpbI CTpaHUIIBI

[TapameTpbl CTpaHMIIBI HACTPAWBAIOTCSI TPU TIOATOTOBKE JOKyMeHTAa K Ie4aTd
(cm. paspen 2.1.11). K napameTpam CTpaHMITbI OTHOCSITCS:

— OpUeHTallusl CTPAHMIIBI;

— pa3mep Oymaru Jijisi levyarTy;

— II0JId JOKYMeHTa.

[TapameTps! CTpaHUIIBI MO’KHO HACTPOUTD Kak Ui BCEro JIOKyMeHTa, TaK U JIJIsl ero 4acTy.
Hanpumep, 1uist cTpaHUIIbI JOKyMeHTa, Ha KOTOPOM pacIiojioXKeH PUCYHOK WM Tabiuiia, MOXKHO

BbIOPATh aJIbOOMHYIO (BEPTUKAJIbHYIO) OpPHUEHTAIIHIO.
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Eciv  mapameTpel CTpaHMIBI  HY>KHO HACTPOWTh TOJIBKO Ui YacTH JIOKYMEHTa,

MIpeIBAPUTENILHO BHITIOJIHUTE CIIeAYIOIIHe IeACTBUS:

1. Jlob6aBbTe pa3psiB pa3zena (cM. paszen 2.8.5) 1o U nociie TpeOyeMOl 4acTH JOKyMeHTa.

2. YcraHoBUTe KYPpCOp, BblaeJINTe YdaCTb TeKCTa WJIKM TeKCT LeJIMKOM B Tpe6yeM0151 9dCTHU

TIOKyMEHTa.

YToOBI HACTPOUTD IIapaMeTpPbl CTPAHUIIBI, BBITIOJIHUTE CJIIeAYIOIIre eV CTBUSL:

1. Otkpoiite okHo ITapaMeTpsI CTPpaHUIIBI OTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— DBroibepute nyHKT KOMaHaHoro MeHio Paitn > Ilapamerpsl

(cm. Pucynok 203).

®aiin  [Npaeka Beraeka @opmat  MHoTpyme

[ Cozgate Ctrl+N

CozaaTe no wabnony...

[ Ormepwite... Ctrl+0
OTkpwiTe B oBnake... Ctrl=5Shift+0
HegaeHne qokymMeHTsl L4
PaBoTa & obnake r

o CoxpaHuTs Ctrl+S
CoxpaHWTe Kak.. F12
SKCNOPT...

CoxpaHnTe wabnoH...

Japate naponk...

MNapameTpol cTpaHWLE Ctrl+5hift+P
= Meuats... Ctrl+P
JakpriTe

Pucynok 203 — Komananoe menio Paiin

CTPpaHUIbI

— Ha nanenu MHCTpyMeHTOB, B pasnerne Paia HaXXMUTe Ha CTPeJIKy CIlipaBa OT

kHONKM — (BBICTpasg medaTh) M B BBLIIAJAIOIIEM CIKCKe BLIOEpUTe KOMaHIy

ITapameTtps! cTpanunb! (cM. PucyHok 204).
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®aiin  [paeka Beraska Qopmar
v OG-y &
=y © C &

E] BricTpan neuatks
[Mevyatk...

SkcnepT e POF

MapameTpbl cTpaHuLp

Pucynok 204 — Komanna IlapamMeTpsi cTpaHHIBI

— Haxmure coueranue knapuin Ctrl+Shift+P / {Shift+2Cmd+P.

2. B oxue Ilapamerpsl crpaHunbl (cM. PucyHok 205), B BbellajjaromieM CIIHCKe

IIpumennTs BhibepuTe 06J1aCTh PUMEHEeHUSs ITapaMeTpPOB:

— K 3TOMY pa3fely — NIpUMeHUTh BCe MOCJeAyIollre U3MeHeHUs K BbIOpaHHOW 4YacTu
JIOKyMeHTa, 000CO0JIeHHOM pa3pbhiBaMU pa3ziena;

— KO BCeMY [OKYMEHTy — IIPUMEHHUTb BCe TOCIeylolre H3MeHeHUs KO BCeMy
IIOKYMEHTY.

3. B pazpenie OpuenTanust BbibepuTe OopUeHTaluio crpaHull: KHimkHasa (BepTUKaIbHast)

i AJb00MHas (TOPU30HTAJIbHAS).

4. B Beimapgaromiem crivicke Pazmep 0ymaru Boibepute pa3mep Oymaru, Ha KOTOPOM OyzIeT

OCYIIIeCTBIISATHCS TIeYaTh JOKYMEeHTa.

5. HacrpoiiTe nosst JOKyMeHTa:

— YToOBI HACTPOUTH ISl BCEX CTPAHUI] JOKyMeHTa OJMHAKOBbBIE MOJISI, YKaKUTe HUX
NIMpUHY B ToisIX BBoAa Bepxuee mone, Hmxaee momne, JleBoe moe
u IIpaBoe moute.

— YToOBI HACTPOUTH TOJIS JIJIsl IBYCTOPOHHEH MevYaTH JIOKYMeHTa, CTPaHUIIbI KOTOPOT'O
OyIoyT CIIUBaTbCS MexJy cobou (Hampumep, [Jis OpOIIIOPHl WM KHUTH),
ycTaHOBUTe ¢raxok J3epKaabHble moJA. JlaHHas HacTpoiika 00603HaYaer,
YTO TIOJIS JIeBBIX CTPAHUIl JOKYMeHTa OyAyT 3epKalbHO «OTOOpaXkaThy» IOJIs

€ro IpaBbIX CTPAHHUIL.
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MapameTpel cTpaHWLb! pod
MprneHUTE
KO BCEMY AOKYMEHTY v

OpuedTayma

Pasmep Gymarn

Ad (21x%29.7 cm) L
BepxHes none Hu#Hee none

2,00 cm ) 2,00 cm )
lNeeoe none Mpaeoe none

3,00 cm . 1,50 cm -

?:’|3I'3."I: HBE NCAA

Pucynok 205 — Oxno IlapameTrps! cTpaHUIIBI

B nonsx BBoma Bepxuee mone n Hmxxee mose ykaXxuTe HIMPUHY BepxXHero U
HIW)KHero Iojled  JokyMeHTa. B mnome BHyTpeHHee moJsie  ykaxure
IIMPUHY BHYTPEHHUX IIOJIeM — IIOJIel, PACIIOJIOKEHHBIX PSANOM C IlepellyIeTOM.
B mnomne BHemHee mosie ykaxuTe NIIMPYMHY BHEIIHWX IIOJle — IIOJIeH,

PacIojoXeHHbIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

3€pKaﬂbeIe I10JI1 MO’KHO YCTAHOBHUTD TOJIBKO JI BCEI'O0 JOKYMEHTd, HO He
HJIsd ero 4acCTu. HOSTOMY JAdHHAs1 HaCTpOﬁKa dKTHBHA, €CJId B BBEIIIddIOIIIEM

cnucke IIppuMeHUTH BEIOpAHO 3HaUeHKEe KO BCeMy JOKYMEHTY.

6. Haxmure kHonky OK.
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2.8.2 Ko1oHTHTYJIBI

KomoHTUTYIBI  MCTIONB3YIOTCSI, YTOOBI OTOOpaXkaTh JIOMOJHHUTENbHYI0 HWHGOOPMAIHI0 B
BepxHel WM HWXXHeW 4acTu ctpaHulibl. MHdopMalys, ykazaHHas B KOJIOHTUTYJIaX, Oybaupyercs
JUTISL KQXKJIOM CTPaHUIIbI.

B KOJOHTHTY/IaX MOXHO BCTaBJSITh W PEIaKTHPOBATh TEKCT, TabOJHUIbl, HM300pakeHusl,

THUTIePCCHIIKA, KOMMEHTapyuy U HoMepa cTpaHuIl (cM. paszen 2.8.3).

KomMeHTapuy B KOJIOHTUTYJIaX COXPAHSIOTCS TOJIBKO B daitniax B popmare ODT n XODT.
[Ipu coxpanenun jokymeHta B ¢opmare DOCX KOMMeHTapuh B KOJIOHTHTYJIaX

dBTOMATHUY€CKU yIaJIAHOTCS.

YT068! 106aBUTH UHPOPMALIUIO B KOJIOHTUTYJIBI, BHIIOJIHUTE CIIeAyIOle 1efCTBUS:
1. IlepeiiauTte B pexxvM peJJaKTUPOBAHMSI KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOIIMX CII0COOOB:

— Bribepure nmyHkT koMaHaHOTO MeHio BeraBka > Kononturyosl (cMm. Pucynok 206).

Beraeka Qopmar  WHotpyment Bug 06

MzobpameHue...

TekcToBDE None

& Owrypa g
BEH Tabawua..

M) ®opmyna...

*=  Paspbis cTpaHnup Ctrl+Enter
‘= Paspuie pasgena

I Hymepauwa cTpaHWL,.. Alt=P

E  KonoHTutyas

=: OrnaeneHne

¢ Copinka... Ctrl=K

=1 [lepekpecTHan cCbiAKA...

[[]  3aknagka..

AE  CHocka Ctrl=Alt+F
[Z  Kowmmentapuii

B fara

(0) Bpems

Pucynoxk 206 — KomangHoe menio BecraBka
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Ha manenu uHcTtpymenToB, B pasfiene BeraBka (cMm. PucyHnok 207) HaXkKMUTe KHOTIKY

-==. Ha oTOOpasuBIIeiics naHeIu BCTaBKU HAXKMUTE KHOIIKY S (KonoHTHTYIBI).

AaB6BBI AaboBel

3aronoBoK 3

3aronoeok 4

[T

= [’

—

[
T

MO I I &

MzobpaxkeHne...

TekcToBDE NOne

Durypa

TabBnawua...

Dopuyna...

Paspeie cTpaHuuw

Paspuie pazaena

Hymepaumna cTpaHiL,..,

KonoHTuTyAM

OrnagneHue

Pucynok 207 — Ilanenb BcTaBKkU

[TonBeiuTe Kypcop MBIIIY K BepxHel WM HWKHel yacTu cTpaHuiibl. Korma kypcop

npumet BUJ - (cM. Pucynok 208), 1BaXk/abl IIeJIKHATE MBIIIBIO.

Pucynok 208 — Bug xypcopa
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2. JlobaBbTe B 00J1aCTh KOJIOHTHUTYJIOB HeOOX0IMMYI0 MH(OPMAILIMIO: BBeIUTe TEeKCT WIH
BCTaBbTe TpeOyeMblii 0ObeKT.

3. YroObl BBIATH U3 peXrMa peddKTHUPOBAHUSA KOJIOHTUTYJIOB, AOBAXIbI HIEJIKHUTE II0

TEKCTY JOKyMeHTa WJIM HaKMUTe KHOTIKY w4 (cM. Pucynok 209).

Pucynok 209 — O6actb BepxHero KOJIOHTUTYJIa

2.8.3 Hymepanus crpaHuig

B BepxHeM WM HUKHEM KOJIOHTUTYJIe NOKYMeHTda MOXHO OT06pa3I/ITb HOMepd CTpdHHUI.

Hymepanus cTpaHul oCy1ecTBIIsieTCsl aBTOMaTU4eCKU.

2.8.3.1 [To6aBUTH HyMepaIui CTPAHHUIL

YToOb! 106aBUTH HyMepalllio CTPAHUIL B JOKYMEHT, BHITIOJTHUTE CJIeyIolye JerCTBUS:
1. Otkpoiite okHo HymMepalnus cTpaHuIl OJJHUM U3 CIIeAYIOIIMX CII0COOO0B:
— Broibepute nyHKT KOMaHjJHOTO MeHI0 BcraBka > Hymepanus crpaHulg

(cm. Pucynok 210).

Beraeka ®opmar  Wectpyments  Bug  OG

MzobpaxeHne...

TekcToeoe none

Durypa L

B GO

Tabamua...

e
kﬁ.‘—'

Dopyaa...

a[x

Paspwie cTpaHMup Ctrl+Enter

1 lII[

Paspwie pasgena

H

Hymepauma cTpaHul,.. Alt+P

Pucynoxk 210 — Komangnoe menio BecraBka
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Ha mnanenn wuHcTpyMeHTOB, B pasferne BcraBka HaXMHUTe KHOMKY — se-.

Ha oTobpasuBiierics maHenyd BCTaBKU HAXXMUTe KHOTIKY |#. (Hymepanus cTpanmuir)

(cMm. Pucynok 211).

[
AaB6Bel AaB6BeI ... [H. [ ) [5] -

3aronoBoK 3 3aronoeok 4 L1

@ MzobpaxkeHne... -~
.. TekcToeoe none Q
|\:\'| Durypa ¥

14

L_J TabBavua... >

(”\

E/] Dopmyaa...

= Pazpoie cTpaHMUb

I PHEcTR

(—

= Paspuie pasaena

Hymepauwa cTpaHuL,.. I}

g KonoHTUTy AR

Pucynok 211 — Ilanenb BcTaBku

Haxxmure coueranue knasum Alt+P / ~Option+P.

2. B oxne Hymepamus crpanun (cM. PucyHok 212) ykaxxute HeobxouMble ITapaMeTpHl:

dPopmar — TMII HyMepalyy, HallpuMep, apabckue UIN pUMCKre ITUPHI.

Hauath ¢ — 4YHrCJIO, C KOTOpPOTO djieyeT Ha4dTb HyMepalluio.

B Hacrosiee Bpems He TIOJIep>KHUBaeTCst HyMeparuyst cTpauii ¢ 0.

PacnosioxkeHne — MecTo Ha JMCTe, Ha KOTOPOM ClleflyeT OTOoOpaxaTb HOMepa
CTpaHMII.

BpraBHPIBaHHe — pacCIiojioKeHrne Homepa 110 FOpHSOHT&JIbHOﬁ OCH.
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— OTobpaxaTh Ha NepBOH CTpaHUIle — OTOOpa3UTh/CKPHITH HOMEP Ha IepBOU
CTpaHWIle JOKyMeHTa. [lojokeHre HOMepa B COOTBETCTBUM C HACTPOWKAMH
YKa3bIBAeTCSl HA CXeMaTUYHOM M300paKeHUH CTPaHUITHI CITPaBa.

3. Haxmure xknHonky OK.

Hymepauma cTpanuy ot
Dopmat
1.2.3, . o
Hauate ¢
1 .

PacnonoxeHwe

BHWay cTpaHuugpl v

Bt PaEHWEGHKWE

8 Orobpaxate Ha Nepeoil cTpaHULe

Pucynok 212 — Oxno Hymepanus crpanuig
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2.8.3.2 OTKII0YNTH HyMepaIuio CTPaHHUIL

YTOoOBI OTKIIIOYATH HyMepaIlyio CTPAHUI] B IOKyMEHTe, BHITIOJIHUTE CJIeIyIolIre NeHCTBHUS:
1. Otkpoiite okHo HyMepalus cTpaHuI OJJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— Broibepute nyHKT KOMaHgHOro MeHio BcraBka > Hymepanmus crpaHung
(cm. Pucynok 210).

— Ha manemu wuHCTpyMeHTOB, B pasfeie BcraBka HaXMHUTe KHOMKY  se-.

Ha oTobpaswuBinercs: maHend BCTaBKU HAXMUTE KHOTIKY Q (Hymepamus cTrpaHuIr)
(cm. Pucynok 211).
— Haxwure coueranue kiasuil Alt+P / ~Option+P.
2. B oxnHe Hymepanms crpanmu, B BbilaaronieM cnvcke opmar Boibeprte nyHKT Het
(cm. Pucynok 212).

3. Haxmure xkHonky OK.

2.8.4 Pa3pbIB cTpaHUIIBI

[Tpunoxxenne «MorOd¢uc TekcT» aBTOMaTUYeCKU JIeUT JOKyMeHT Ha CTpaHUIbl. Pa3phiBel
CTPAHMI] MOXKHO TaK>Ke J00aBJIsATh BPYYHYIO B JIIOOOM MecTe JJOKyMeHTa.
Jlng sToro:
1. VcraHoBuTe Kypcop Ha TO MeCTO JOKYMeHTa, IIOCjie KOTOpPOro HeobXOoAMMO HavaThb
HOBYIO CTPaHHUITY.
2. JlobaBbTe pa3pbIB CTPAHUITBI OJHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— DBribepuTe mnyHKT KkKOoMaHAHOro MeHIO BceraBka > Pa3peiB cTpaHHIEBI

(cm. Pucynok 213).

Beraeka Qopmar  WHotpyment Bug 06

WMzobpaxerue...

TekcToBDe None

Durypa k

Tabnvua...

TH G HE

{_
=

Dopmyna...

Pazpbie cTpaHWLBp Ctrl+=Enter

ar JC

Paspuie pasgena

Pucynok 213 — Komangnoe menio BecraBka
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— Ha nmanerm MHCTPYMeHTOB, B paszieie BcraBKka HaXKMHTe KHOIIKY === (CM. PHUCcyHOK 214).

. L
Ha oToOpasuBiiieiicst maHejid BCTaBKA HAXKMUTe KHOTIKY ' (Pa3pbIB cTpaHHIEL).

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

11
Aab6BBI  AaBoBel ... [H. & = -

3aroNoeok 3 3aronceok 4 L1

MzobpaxeHne... -~
.. TekcToeoe none Q
|\:\‘| Durypa ¥

=

L__} TaGavua... >
l:/‘_\

\'];[./:l Qopryna...

] p

—/ 33PBIE CTRAHWLE

S

= Paspuie pasaena

Pucynok 214 — [1anenb BcTaBku

2.8.5 Pa3psIB pa3pena

Pa3peiB pasnena mcnosb3yercsi, yTOoObl NPHUMeHSTh pasHoe GopMaTHpOBaHHe B IIpefieiax
OJTHOT'O IOKyMeHTa.
YTOoOBI BCTAaBUTH B IOKYMEHT pa3pblB pa3zielia, BHIIIOIHUTE Clleylolye JerCTBUS:
1. VYkaxure MecTo AJi BCTaBKU OHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— YcraHoBUTe Kypcop Ha TO MeCTO JOKyMeHTa, IIocjie KOTOpPOro HeoOXoauMo
BCTaBUTb Pa3pbIB pa3jiea.
— Ecnum pa3psIB pa3zena TpebyeTcst BCTaBUTS JI0 U IOCTe pparMeHTa TeKCTa, BhIIe/IuTe
3TOT (pparMeHT.
2. BcraBbTe pa3pbIB pasziesia OHUM U3 CJIeyIOIMX CIIOCOOO0B:
— Bribepute nmyHkT KOMaHIHOTO MeHI0 BeraBka > Pa3psiB pa3nena (cm. PucyHok 213).

— Ha nmanem MHCTPYMeHTOB, B paszieie BcraBka HaKMHTe KHOIIKY === (CM. PUCyHOK 214).

| —
Ha oTtobpasuBieiicst aHe M BCTaBKU HaxkMuTe KHOTIKY ‘= (Pa3pbIB pasjena).
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2.8.6 OriaBiienue

B noxyMeHT MoXHO /100aBUTh oriasiieHHe. OriaBjieHre GpoOpMUpYeTCs U3 UMEIOIIUXCS B
JIOKyMeHTe 3ar0JIOBKOB — (pparMeHTOB TeKCTa, K KOTOPBbIM IIpUMeHeHbI I1pe/lyCTaHOBJIeHHble CTUIIH
3aros10Bok 1 — 3arosioBok 5 1M CTWIIM 3ar0JIOBKOB, CO3/IaHHBIE BpPy4HYIO (cM. pasgen 2.3.1.1).

[To ymomuaHuio orjaBjieHHe aBTOMATH4eCKU (POPMHUPYETCsS K3 3arojioBKOB, K KOTOPBIM
MIPUMEHEeHbl TIpe/lyCTaHOBJIeHHbIe CTWIM 3arosioBok 1, 3arosmoBok 2 u 3arosoBok 3. [lpu
HeoOXOJJUMOCTH MOXXHO M3MeHUTb CTWUJIM 3arOJIOBKOB, M3 KOTOPBIX (OPMHUpPYeTCsl OIJIaBileHue, U
KOJIMYeCTBO YPOBHel B OIJIaBJIeHUU.

OrnaBnenvie OOHOBIsieTCSs B JOKyMeHTe aBToMartudeckd. OOHOBJeHHWe BKJIIOYaeT Kak

HN3MEHEeHHs B TEKCTe 3dI'0JIOBKOB, TdK U UI3MEHEHHW HOMEPOB CTPAHHUII.

2.8.6.1 IIpyuMeHHNTH CTHJIH K 3aroJI0BKaM I0OKyMeHTa

[Ipexxne 4yemM BCTaBUTH OIJIaBJIeHHWEe, MPUMEHUTe CTUIM THUIMA «3arojioBOK» K KaXXIOMY
3aroJiIoBKY, KOTOPBIM COJIEP>KUTCS B IOKyMeHTe. Harpumep, eciiu B JoKyMeHTe COJiep>KaTcsl IJ1aBHl,
pasfiesibl U MOApPa3zesibl, IPUMEeHUTe CTWIb 3aroJIOBOK 1 K 3arojioBKam rjiaB, CTU/Ib 3aroJIOBOK 2 —
K 3aroJIOBKaM pa3/iesioB ¥ CTHIIb 3aroJI0OBOK 3 — K 3aroJIOBKaM IOJPa3/IeioB.

YToOBI IPUMEHUTh CTWIb K 3ar0JIOBKY, BBITIOJIHUTE CIIeAYIOIIUe IeHCTBUS:

1. BeimenuTte TEKCT WK TOMECTHUTE KypPCOP B TEKCTe, KOTOPBIH SIBJISIETCS 3aTOJIOBKOM.

2. Ha nanenu vHCTpyMeHTOB, B paszesie CTHiIM BbIOepuTe CTWIIb 3aroJIOBKa OJHUM M3

CJIeJTYIOIIHX CIIOCOOOB:

— BribepuTe cTiiIb 3ar010BKa U3 0TOOpaXkaeMbIX cTuiied (cMm. PucyHok 215).

AaboBe Aab0oB1 AaBoBB AaB6Bel  AaBoBel ... !"]v

OBbIYHRI Jaronoeok 1 3aronoBok 2 3aronoeok 3 3aronoeok 4

Ctinm Bcraska

Pucynok 215 — Pa3nen nanenu uaucrpymenToB Ctuiamn
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— Haxmure Ha KHOIIKY === U BbI6epI/ITe CTWJIb 3dr'0JIOBKA M3 BbIIIaJdlOIIero CIIMCKa

(cm. Pucynok 216).

AaboBe = Aab0B1 AaB0BE AaBoBel AaB6Bel |...

(OB hIYUHbI Jaronoeok 1 noo —L} 1
CTinm . - -
AaboBel'tInEeEEA k33l
OBBIYHRI
AaB6BBITInEeEé M xk331
Jaronoeok 1
AaBoBBIT/InEeE éx331ul

3aronoBok 2

AaBoBsI'T[InEeEs w33 nllinK

JaronoBok 3

AaB6BeI't/IgEeEéHm3alnlTiiK ]

3aronoeok 4

AaB6Bel'rIaEeEié a3z ulliKe L

JaronoBok 5

+ Coznate HOBBIA CTWAR

Pucynok 216 — Cricok cruneit

ITocne IIpUMeHeHus CTHJIeX 3aroJIOBKOB BCTAaBbTE B JOKYMEeHT OI'JlaBJIeHHe.
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2.8.6.2 BcraBuTh orjiaBiieHue

YToOBI BCTAaBUTD OTJIaBJIeHHe, BHITIOJIHATE CIeAYIOIIHe IeHCTBUS:

1. VYcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Iiepel] KOTOPbIM TpeOyeTcss BCTaBUTH
OrJiaBJIeHHe.

2. BroimonHUTe KOMaHIYy BCTaBKH OJTHUM M3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute myHKT KOMaHAHOTO MeHIO BeraBka > OrsaBiaenne (cMm. Pucynok 217).

Beraeka @opmar  WHctpymentm  Bug OB

Mzobpakerue...

TekcTosoe none

& Ourypa 3
BEH TabBawua...

M) ®opmyna..

*=  Paspbis cTpaHWLp Ctrl+=Enter
‘= Paspuie pazgena

#  Hymepauma cTpaHnl,. Alt+P

B KonoHtumyaw

=: OrnaeneHue

& Ccpinka.. Ctrl=K

=1 [lepekpecTHan cCBLAKA...

[]  Zaknagka...

AE  CHocka Ctrl=+Alt=F
[Z  Kommentapuii

B fara

(5)  Bpems

Pucynok 217 — Komananoe mMenio BeraBka
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— Ha mnanenmu wuHCcTpyMeHTOB, B pasfeie BcraBka HaXMHUTE KHOIKY o=,
Ha otoOpa3uBiieiicss maHenuM BCTAaBKM HAXXMUTe KHOIKY E (OrnaBnenmue)

(cMm. Pucynok 218).

AaB6Bel AaB6Bel' ... [ . @ C:?Q E] _

3aronoBoK 3 3aronoeok 4 L

Hzobpaxerve.., ~

= [

TekcToBDE NONe Q

Durypa »

-

T

TabBavua... >

If___l

Dopuyna...

Paspwie cTpaHuuw
Paspuie pasaena
Hynepauma cTpaHiL,.,
KonoHTUTy AR

OrnagneHwe

[

S MOEGI L G

Coulnka...

Pucynok 218 — Ilanenb BcTaBku

ITo yMomyaHuio oOrjylaBleHue Bcerjja OTHeNseTCsl OT OCTaJIbHOIO JIOKyMeHTa pPa3pblBOM
cTpaHuIbI (cM. paszen 2.8.4). [Ipu Heo6X0IMMOCTH pa3pbiB CTPAHUIIBI MOXKHO Y/IQJIUTh.

HazBaHue ormnaBieHns yKaXuTe BPyYHYIO.
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2.8.6.3 PepakTHpoOBaTh OrjIaBJIeHHE

HpI/I PedakKTHupOBAHHWHU OIJIaBJIeHHA MOXXHO BBIIIOJITHUTD CllegyIolire JIEeUCTBUS:
— HO63BI/ITI) WJIN YOAJINTb YPOBHHU OI'JIaBJICHUWS;
— HW3MEeHHUTDb CTHUJIM 3aI'0JIOBKOB JJIA ypOBHEfI OI'JIaBJIEHH ],

— CKPBITb WM 0TOOPA3UTh HOMepa CTPAHUIL B OTJIaBJIeHHUHU.

YToOBI PedaKTUPOBATh OI'JIaBJIEHHe, BbIIIOJIHUTE OJHO U3 CJIIEAYIOIIUX JIeCTBUM:
— H_IEJ'[KHI/ITE II0 OIVIaBJIEHHWIO JIeBOM KHOIIKOM MBbIIIA M Ha I[aHeJH HNHCTPYMEHTOB,

"
B pasfese OrjaBeHHe HKMHTe KHOIKY 127 MiaMeHuTh (cM. PrcyHok 219).

{n} zmeHnTe

Lo o ) —
HH o Nq WMzobpaxkerne = | KommeHTapuid en
YaannTte )
CraasneHne BcraBka
i ———
SBATOITOBOK 2., 1ieuteteusrees sesameeenes aas smss smean easmassnseaa saem sann sanen £asn sans mmns anan sann snes ot an 2ans amnn anen oaen snnnsmenn senn 2enndd
BATOTTOBOK 5. ututtuascuesanes sues snnanessnsas sansasns sees sann aans snsns sans snemnss sassnansansss saes sams anes sans sams sunns suss snsn ames nns o

Pucynok 219 — Knonka M3ameHuTsh

— IllenkHuTe 110 OIVIABJIEHHWIO IIPAaBOM KHOIIKOM MBIIIM M BBIIIOJIHUTE KOMAaHAY

KOHTEeKCTHOro MeHI0 U3MeHHTH orJiaBJ/IeHHe.
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OTtkpoetcst okHo 3MeHuTh oryiasiaenue (cM. Pucynok 220).

MameHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoBeok 2 v
3aronoBeok 3 v X

+ Hoewiid ypoeeHs

MokasblBaTe HYMEPaLWKD CTRaHWL,

Pucynok 220 — OxHo I3MeHUTH orjiaBjieHHe

ITocne n3MeHeHHs CBOMCTB OIJIaBJIeHMS BHKPOIZTE okHO I3MeHHTDH orjiaBJ/IeHHe. HJ’IH 3TOTO

IOEeJIKHUTEe MbIIIBIO 34 ITIpejejldaMU IdHHOT'O OKHAd WX HAXKMUTE KHOIIKY # B ero 3aroJioBke.
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2.8.6.3.1 JIo6aBUTH YPOBEHH OTJIABJICHHS

OrmnaBieHre MoXeT cofepkaTh 10 9 ypoBHell 3arojioBKOB. [Io yMoiiyaHMIO OHO COCTOWT
13 Tpex ypoBHel. [lepBbIM ypoBHEM OIVIaBJIeHUS SIBJISIIOTCSI 3arOJIOBKH, K KOTOPBIM IpHMeHeH
CTWIb 3aroJioBOK 1, BTOpbIM ypOBHEM — 3arojioBKHM, K KOTOPbIM IIPUMeHeH CTW/Ib 3aroj0BOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IPYMeHeH CTU/Ib 3arojIoBoK 3.

Kak mpaBuio, B oOrjaBieHHe BKJIIOYAIOT He 0Oojlee TSTH YPOBHEH 3arojiOBKOB.
[Ipu mob6aBieHUM 4eTBepPTOro U MSTOTO YPOBHS OIVIABJIEHHUS ISl HUX aBTOMAaTU4eCKH BbIOMPAIOTCS
IIpe/lyCTaHOBJIEHHbIe CTU/IY 3aroJjI0BOK 4 1 3aro/IOBOK > COOTBETCTBEHHO.

Eciu B ornaBnenue Tpebyercss no0aBuUTh Oojiee TSTU ypOBHEHM 3arojioBKOB, BPYYHYIO
co3gante crwid (cM. paspen 2.3.1.1.2) u npumeHunre ux Kk TpeOyemMbIM 3arojOBKaM
(cM. paspen 2.8.6.1). 3aTem mobaBbTe YpOBHM OIVIaBJiieHUs, KOTOopble OyayT $OpMHUpOBATHCS U3
JJAHHBIX 3aT0JIOBKOB.

YT06b! 106aBUTH YPOBEHD OTJIaBJIeHHs], BBIIIOJIHUTE ClelyIolIye JeHCTBUS:

1. B oxHe HW3MeHuThb oOrjaBjieHHMe HaxMuTe KHONKy -+ HoBbIli ypoBeHB

(cMm. Pucynok 221). B cnimcke ypoBHe# 0TOOpa3UTCsi CTPOKA HOBOTO YPOBHSI OTJIABJIEHUS

(cm. Pucynok 222).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v | X

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 221 — Jlo6GaBieHre ypoBHS OIJIaBJIeHHUs
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2. Bpibepure w3 BBINAMAIONIEr0 CHHCKA CTHIb 3arojIOBKOB, W3 KOTOPBIX CJIE/TyeT
dopmMHUpoOBaTh JaHHBIM ypOBeHb OrjiaBieHus (cM. PucyHok 222), wim ocTaBbTe CTUIID,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12meHWTE ornaeneHmne X
I 3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v
4 | 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

Mec " 3aronosok 4
3aronoBok 5
HazeaHWe goKyMeHTa
Moazaronoeok
KonoHTWUTYA

CHocka

Pucynok 222 — Bribop ctuiis
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2.8.6.3.2 I3MeHHUTH CTIWJIB 3aroJIOBKOB JI/ISI YPOBHSI OTJIaBJI€HH S

VpoBHU oOrviaBieHus: MOXKHO (pOPMHUPOBAaTh KaK K3 3arojIOBKOB, K KOTOPBIM IPHUMeHeHbI
IIpe/lyCTaHOBJIeHHble CTWIM J3arooBok 1 — 3arosoBok 5, Tak W M3 3arojioBKOB,
K KOTOPBIM IIpUMeHeHbl CTWIIH, CO3/IaHHble BpyuHyto (cM. pa3gen 2.3.1.1).

YTtoObl M3MEHWTh CTWJIb 3arOJIOBKOB, W3 KOTOPBIX (GOPMHPYETCS  KaKOW-TH00
YPOBEeHb OTJIaBJIeHHs], BBIIIOHUTE CJIelyIolIye NerCTBUS:

1. B oxHe I3MeHHUTH orj1aBjIeHHe, B CTPOKe TpeOyeMOro ypoBHS OIVIaBJIeHUS! pa3BepHUTe

BbITIA/IAIOIMI CIIUCOK cTuien (cMm. Pucynok 223).
2. BpibepuTe u3 BBHINAMAONIETO CIKCKA CTHAJIb 3arojiOBKOB, W3 KOTOPBIX CJieAyeT

$bopMUpOBaTh JTaHHBIN YPOBEHb OTJIABJIEHUSI.

MamennTe ornaeneHme X

Jaronoeok 1 v
O BBIYHBIA

" Jaronoeok 1
Jaronoeok 2
Jaronoeok 3
Jaronoeok 4
Jaronoeok 5
HazeaHwe gokymMeHTa
Moazaronoeok
KonoHTUTYA

Mc

CHocka

CTune1

&

Pucynok 223 — Beibop crumns
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2.8.6.3.3 YmanuTs YpoBeHb OrJIaBJIeHHS

[Tpy HEOOXOAMMOCTH KOJIMYECTBO YPOBHEH OrJlaBjeHHsl MOXHO COKpaTuTh. Harpumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YPOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIBYX ypoBHeu. [l 3TOrO0 ciieiyeT y1ajJuTh YeTBePThIA U TPEeTUM YPOBHU OTJIaBJIeHUSI.

VpoBHU OrjIaB/ieHHs MOXKHO YHAJIATh, HAUKMHAs C IIOCJIeJIHEer0 YPOBHS B CITMCKe.

YTo6b! yIaMUTD MTOCIIeHUM YPOBEHb OrjlaBiieHus, B OkHe I3MeHHUTD orjaBjieHHue HaXKMUTe

KHOIIKY x CIIpaBa OT AAHHOTO ypoBHs (cM. PrucyHok 224).

MameHwnTe ornaeneHmne X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v R

+ Hoewiit ypoeeHs

Moka3blBaTe HYMEPALIWKD CTRaHKML,

Pucynok 224 — Y nanenuve ypoBHS OTJIaBIIeHUS

2.8.6.3.4 CxpbITh WiIH 0TOOpa3UTh HOMepa CTPaHHUIL

[To ymom4yaHuio [ijIsl KaXk[IOTO 3arojioBKa B OIVIABJIeHMM O0OO3HAueH HOMep CTPaHMIIbI, Ha
KOTOPOM OH pacrosoxeH (cM. Pucynok 225). HoMepa cTpaHuIl BEIYUCIISIOTCS aBTOMaTUYeCKH.

Y1oObl CKpBITh HOMepa CTpPaHMI] B OIVIaBJleHWHd, B OKHe VI3MeHMTH OrJIaBJIeHHe
(cM. Pucynok 224) caumute diakok Iloka3pIBaTh HyMepanHo CTPaHMII.

YToOBI BEPHYTHCSI K OTOOPaXKEHUIO CTPAHUII, TTIOCTaBbTe JaHHBIN QIIasKOK.
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2.8.6.4 ®opMaTupoBaTh OrJjiaBjieHHe

K ormaBnenuto npumensiercss GopMaTUpOBaHKe 1O yMoydaHuio. [Ipu HeobxoaumocTu st

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3a1ia.

cDOpMaTI/IpOB{:IHI/Ie INIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHue O(l)OpMJ'[eHI/ISI

OTHEJIbHBIX YaCTel OIJIaBJIeHUS He HOITyCKaeTCs.

CDOpMaTI/IpOBaHI/Ie OIJIaBJIEHUA OCYHIeCTBJIIETCA dHAJIOTUYIHO (l)OpMaTI/IpOBaHI/IIO OCHOBHOTI'O
TeKCTa JOKYMEHTd.
YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJiaBJIeHHWd, BbIJejiTe ero. HJ’[H J3TOro ImeJjIKHUuTe II0

OTJIaBJICHHUIO JIeBOM KHOIIKOM MBIIIIH.

2.8.6.5 Yaamute orsiaBjienue

YTOOBI YIaNUTh OIJIaBJIeHHe, BBIIIOJHUTE OTHO U3 CJIeAYIOIUX eHCTBUN:

— DBelpenuTe oryasiieHHe IETYKOM JIeBOM KHOIIKA MBIIIY W Ha INIaHEIM WHCTPYMEHTOB,
B pazziesie OriaBaeHue HAKMHUTe KHOIIKY =g Y aanuThb (cM. PucyHok 225).

— DBeolpgenure  ornaBleHMe  IIETYKOM  JIEBOM  KHONKM MBI W HaXMUTe
kiiaBuiy Delete Ha kiaBuarype.

— IllenkHuTe 1O  OIVIABJIEHUIO  [IpaBOM  KHOIKOM  MBIIIM U BBIIOJIHUTE

KOMadHy KOHTEeKCTHOI'O MeHIO YI[aJII/ITb orJiaBJIEHHE.

MameHnTs

Eom] &

OrnaBneHne BcraBka

d &,:q WMzobpakeHue = | KommeHTapuid wan

e noooe s leesrreo-rr——rrrrerer-r-vrormnornop oo oo o4
BATOITOBOK 2. eies e tresaiass nes anessmns sessamss sesenmssn sesssssnsnsnssansnnns sees asns sess sans sans sases sens saes annn sees nnns suans sanssnnnssnnds
DATOTIOBOK 3. uuutteeie teestees suas sses sesssssessssaass sesssnss nss saess sees ssesmsnssans asssmssss ssnn sans suns suns snns sunss sues smns anss suss s

Pucynok 225 — Knonka Y panurb



236
502220-29144487-2016-01 34

2.9 OToOpaxkeHue Coep;KUMOro

2.9.1 JIuneiiku

JInHenKu 6bICTpO W TOYHO peryjimpyroT OTCTYIIbBI W IIOJIA OOKYMEHTa II0O T'OPU30HTAJIM KU
BepTHUKaJIH. FOpI/IBOHTaJ'IbHaﬂ JIMHEeMKa HaXOOWUTCS IOJ, IIaHeJIbI0 HHCTPYMEHTOB, BepPTHKa/IbHAd —

BJIOJIb JIEBOI'O Kpas JOKYMeEHTa.

[To ymomuanuto o6e yvHeliku orobpaxkarorcs. Eciu TpeGyercs: CKpBITh JIMHEWKH, BblOepuTe

MyHKT KOMaH/AHOro MeHio Bup > JIunelika (cMm. Pucynok 226).

Bug OBwwi goctyn  Hagctpoli

" [uHelka

Heneuataempie cMMEDABI
Pucynok 226 — Komananoe menio Bup

2.9.1.1 HacTpouTs 1moJisi JOKyMeHTa

[MMupuHa mnosnell orobpaxaeTcs Ha JIMHeWKax cepbIM IBeToM (cM. Pucynok 227 u

Pucynok 228).

i

1 <,'J|]}4> ;| 2
Nesoe none |

Pucynok 227 — I'panuria jieBoro nosst

 Bepriee none |

Pucynok 228 — ['panuna BepxHero 1nosms
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YT0oO6BI MI3MEHUTh pa3Mep MOJIs, BBIIIOJIIHUTE CJIefYIollre AefCTBUSL:
1. YcraHoBuTe Kypcop Ha JIMHEHNKY, YTOObI OH NMPUHSUI BUJ| IBYCTOPOHHEM CTPEeJIKU.
2. YIepxuBas JIeBYIO KHOIIKY MBIIIY, IPOTSIHUTe KypCcop 10 He06X0IMMOU OTMETKHU.

3. OTIycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN pa3Mep IOJIS.

Hacrpoiiky noseil jokyMeHTa MOXHO TakKye BBIIIOJIHUTE C Momolpio okHa Ilapamerpsl

crpaHuns! (cM. pasaen 2.8.1).

2.9.1.2 Hactpours oTcTyn ab3amna

Yka3zaTesnb OTCTYIId 86381_[8 OT06pa>KaeTC$I Ha FOpHBOHT&J’IbHOﬁ JIMHEHKe CHUHHUM

TpeyrojJbHUKOM (cM. PucyHok 229).

Pucynok 229 — Ykazatesns orcryna a63ana

YT0oOBI MI3MEHUTD OTCTYTI ab3a1ia, BBIIIOJIHKTE CllefyIollire AeUCTBUS:
1. YnepxuBas jileByl0 KHOIIKY MBIIIIM Ha ykKasaTese, IlepeTaliuTe ero Ha HEOOXOOUMYIO
OTMETKY.

2. OTnycTuTe KHONKY MBIIIY, 9TOOBI 3aHUKCUPOBAaTh HOBBIM OTCTYII ab3ara.

[Ipy uaMeHeHuM OTCTyIa ab3alla M3MeHSIeTCS TakXKe OTCTYN IepBOM CTPOKH, MPU 3TOM
pacCTosiHUe MeXy HUMU COXPaHseTCs.
Hacrpoiiky oTcTymna ab3aia MOXHO TakKe BBIIOJHUTh C TOMOIbI0 OKkHa HacTpoiiku

ab3ama (cMm. pasgen 2.3.2.5).
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2.9.1.3 HacTpouTh OTCTYI IEPBOI CTPOKH

VYkazaTenb OTCTynla TIEPBOM CTPOKHM OTOOpa)kaeTCsl Ha TOPHU3OHTAIbHOW JIMHEHKe

CUHMM IIPSIMOYTOJILHUKOM (cM. PucyHok 230).

Pucynok 230 — Yka3aresnpb OTCTyIIa IepBOM CTPOKHU

YT0oO6BI MI3MEHUTD OTCTYTI [IEPBOY CTPOKHU, BHITIOJIHUTE CJle[lyIoIIye JeHCTBUS:
1. YnepxvBasg  JieByl0  KHONKYy  MBIIIM Ha  yKasaTejle, IlepeTaliuTe  €ro
Ha HEOOXOMMYIO OTMETKY.

2. OTmycTuTe KHOIIKY MBIIIH, YTOOB! 3apUKCUPOBATh HOBBIM OTCTYII IIEPBOM CTPOKHU.

HaCTpOﬁKy OTCTYyIla HepBOﬁ CTPOKM MOXHO TdKiXXe  BbIIIOJIHUTL C IIOMOIIBIO

okHa Hacrpoiiku ab3ana (cm. pasnen 2.3.2.5).
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2.9.2 HenneuaTaeMbie CHMBOJIBI

HemeuaTaemble CHMBOJIBI — 3TO YCJIOBHBIe CHMBOJIBI (OPMATUpPOBAHUS, KOTOpPbIe
WCIIO/Ib3YIOTCS ISl OPTraHU3AlMK COJIEPXKUMOT0 JOKyMeHTa, HO He 0ToOpaXatoTcst Ipu nedatu. Mx
M0JIe3HO 0TOOpaXkaTh MPU PeIaKTUPOBAaHUM JOKyMeHTa, YTOObI M306eXaTh, Halpumep, JBOMHBIX
po6eJioB B TEKCTe.

YToObl BKIIIOYMTH OTOOpakeHHWe HeledaTaeMblX CHUMBOJIOB, BBIIIOJIHUTE OJIHO U3
CIIeVIOIUX JeUCTBUIA:

— Bruibepute nyHkT KoMmaHaHOro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cMm. Pucynok 231).

Bvg OBwwii goctyn  Hagerpoiix

NwHelka

Heneuyataemble CMMBOAL
Pexum npeseHTadmm
MacwTab L

MaHens HHCTPYMEHTOE r

Pucynok 231 — Komananoe Muio Bup

— Ha manemu uHcTpymeHTOB, B pasfienie A63an HaxmuTe kHOmKy 9| (Hemeuaraemble

cuMBOoJIbI) (cM. PucyHok 232).

N T
AaboEBB
£ v 11E v &= 4= H ~ qT OEbIYHEIH
Ag3ay Crinm

Pucynok 232 — Paznen manenu nHCTpyMeHTOB AG3ary
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HermnegaTaemeie CHUMBOIJIBI, KOTOpLIe HCIIOJIb3YIOTCA B TeKCTOBOM penakTope,

Mpe/ICTaB/IeHbl B Tabmwiie 5.

Taosuna 5 - HermeuaTaeMbie CHMBOJIBI

le/lMEp CHMBO0JIAd B TEKCTe 3Hauenue

Lorem-ipsum-dolor-sit-amet,.consectetur-adipiscing-elit,.-se | IIpoGen
labore.et.dolore-magna-aliqua.- Ut-enim-ad-minim.veniam,-

Lorem-ipsum Konerr a63aria
dolor.sit-amet,]

consectetury

Lorem - ipsum-dolor-ssit —» amet,-»consectetur —» Tabymnsanus

-» eiusmod -» temporincididunt -+ ut - labore

Lorem.ipsumy/ Pa3pbIB cTpoKH
dolor.sit-amet, o
consectetur g/

PasprB CTPAaHUIIbI

JlC

PaspeIB paspgena

m) [1

[IpuBsizka n3obpakeHus Wi GUTYPHI

— | ¢

3akJagka
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2.9.3 Pexxum npeseHTanNu

YToOBbI TepedTH B PEeXUM IIpe3eHTalluH, BBIOEpUTe ITyHKT KOMaHJHOTO MeHio Bupm >

Pexxum npesenramun (cMm. Pucynok 233).

Bug OBwwi goctyn  Hagctpoli

NuHelika

Henevyataemble CHMBOA

Pexcrm npezeHTaLmm
Pucynok 233 — Komananoe meno Bup

Pexxum nipesenTaruu (cM PucyHok 234) mo3BoJIsieT UCIONIb30BaTh BeCh 3KpPaH KOMIIbIOTEPa
IUTsl TIPOCMOTPA JIOKyMEHTa.

JlJisi HaBUTaAIMKU 10 CTpaHUI[AM JOKYMeHTa B JJAHHOM peXXuMe HMCIIOJIb3YIOTCS Cleylolne
KJIABHUIIH KJIaBUATYPBHI:

— Crpenka Bupaso v IIpobesn — mepexos K ciiefyIomied CTpaHUIIE;

— Crpenka BieBoO — 1epexofi K IpeAblayllel CTpaHUIle.

Jly1st BBIXOZIa U3 peXkuMa Ipe3eHTaluu IpefiHa3HaveHa KiaBuia Esc.

Pabora ¢ Tabiunamu, nzobpaxenusmu u popmynamu

| ‘ = . o JlobagnsiiTe TabIUIE], BCTABISUTE U YIAISAHTE CTPOKH
ﬁ ‘ ﬂ U CTONOLEL, BbIZleNgiiTe, O0beIHHAHTe U pa3beJUHANTe
SIYeHKH, U3MEHSIHTe [IBeT HX 3aJIMBKH, a TaKxe
— UCTIONBL3YHTE TIOBTOPeHHe 3aro/IoBKOB TabIUILI Ha
S K&K10M CTpaHHILe.

o Berasasitre n3obpakenus ¥ GUrypnl, M3amMensiTe ux
pasMepbl M TI0JI0KEHNEe B TEKCTe.

- o Jlobapnsitre v pejlakTHpyiTe MaTeMaTHYecKue
Beipaxkerus B gopmare LaTeX, uamensiite ux
l [r— pasMepsl U NoJI0XKeHHe.

PucyHok 234 — Pexxum npe3eHTaIiuu

2.9.4 Macmrab qokyMeHTa
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[To ymomuanuto macitab gokymenTa coctaBisieT 100%. Ilpu HeobxomumocTy MaciiTab
MO>KHO U3MEHUTh B OOJIBIIIYIO MU MEeHbIITYI0 CTOPOHBI C IIOMOIIBbI0 KOMAaHJHOTO MEHIO WK CTPOKU
COCTOSIHUSL.
Yrobbl M3MEHWTh MacHITad HOKyMeHTa C IIOMOIIbI0 KOMaHJHOTO MEHIO, BBIIIOJIHUTE
CJIefyrolye qefCTBUL:
1. Bribepure nmyHKT kOMaHAHOTO MeHIO Bua > Macmrra6 (cM. Pucynoxk 235).
2. B oTkpsiBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyto KOMaH[y:
— YBenuuuTh MacmITad — yBeJIMIUTh Tekyimii Macitab Ha 10%;
— YMeHBIIUTH MACIITab — yMeHbIIUTh TeKylui MaciinTab Ha 10%;

— ®dakTH4eckui pa3mMep — yCTaHOBUTh MaciITab o ymondanuio (100%).

Bug OBwwi goctyn Hagctpobikw  Cnpaeka

Nuneiika A_l_ e

[rpE—

i
il il
i}

Heneuyataempie CMMEDAB
Ii:) [ _I_i: [
Pexcim npeseHTaumm
AB3au

MacwTab L ¥eenuunte MacwTab

YmeHbWHTE MaclTal
MaHens MHCTpYMEHTOE »

WAKTUUECKWA pasmep Ctrl+0

Pucynok 235 — Komananoe menio Bup

YtoObl M3MEHUTh MaciiTab C TMOMOIIBI0 WHCTPYMEHTOB, PacCIIOJIOKEeHHBIX B CTpPOKe

cocrosiaus (cM. PucyHok 236), BBITIOJTHHATE OTHO U3 CJIEYIONIUX JIeACTBUM:

Ctpannua 1 1z 1 - ® + 100% w

Pucynok 236 — Ctpoka cocTosiHUS

— 3axaB JIeBYI0 KHOIKY MBIIIH, IepeMecTUuTe OeryHOK BIIPABO WM BJIeBO, YTOOBI
YBEJIMYUTD WM YMEHbIIIUTh MacllITab COOTBETCTBEHHO.

— Haxmure KHOMKY +, 9TOOBI YBEJMYUTH MacIITab, WM KHOIKY —, YTOObI YMEHbIIIUTD
MaciTab. B kaxxnom citydae mar 6yaet cocrasiats 10%.

— BroigenuTe 3HaueHue TeKylllero mMaciitaba, peJakTUPyHTe ero BPyYHYIO0 U HaOXXMUTE Ha

kiaBuiy Enter.
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— Haxmure Ha cTpesiKy, pacHoJiO)KeHHYIO CIpaBa OT 3HA4YeHMs] TeKyllero Maciirtaba,

Y BbIOEpUTe TpeOyeMbli MacIITab 13 BBITAIAIOIIEr0 CIIHMCKA.
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2.10 3amuTa comepKNMOro OT U3MeHeHHU

2.10.1 3amuTHTH ComepKIMoe

B ocHOBHOM Yactm U B KOJIOHTHUTYJIaX HOOKYMEHTAd MOXKHO 3dllIUTHUTL OT U3MEHEeHUH

3JIeMeHTBI COIEP>KUMOT0, TTepedrciieHHbIe B Tabiuiie 6.

Tabnuna 6 — Jy1eMeHTHI COepKIMOro

Tun cogepxKUMoro

3abs0xupoBaHO

Paspemnieno

Texct

BBog, penaktupoBanue,
¢opmaTupoBaHUe U ynajgeHue
TeKCTa

H3zobpakenue

— Ilepememienue n300pakeHus;

— H3meHeHue pa3mepoB
n300pakeHus;

— Ynanenve uzobpaxeHus

durypa

— Ilepemeienue ¢purypsr;
— H3meneHue pa3zmepoB GUTYPHI;

—  VYpaneHuve Gurypsl

BBog, pesakTupoBaHue,
¢dopmaTupoBaHue U yajgeHue TeKcTa

BHYTPU PUTypPHI

TekcT B dpurype

BBog, penaktrpoBaHue,
¢opmaTupoBaHUe U ynajgeHue
TeKCTa BHYTPU GUTYPHL

— Ilepememnienue Gpurypsi;
— H3menenue pa3mepoB GUTYPHI;

— Ynanenue ¢purypnl

Tekcr B suerikax TaOIHIIBI

— BBgog, penaktupoBanue,
¢opmartrpoBaHue U ynaneHve
TEKCTa B 3a0JI0KUPOBAaHHBIX
siuefiKax TabJIUIBL;

— H3menenue pasmepoB U
yaasieHue CTPOK U CTOJIOI0B, B
KOTOPBIX PACIOI0KEHbI
3ab6J10KMpPOBaHHbIE TYEHKU
TaOJIULIBI;

—  Ynaneuue TaOIUIIBLI

— Bsog, penaktupoBaHue,
¢dopmMaTtupoBaHue U yaneHue
TeKCTa B IPYTUX siUerKax
TaOJIUIIBI;

— H3meHeHue pa3mepoB U yiasneHve
JIPYTHX CTPOK U CTOJIOIIOB
TaOJIULIBL;

— BcraBka cTpok u cTonb110B

Tabmauia

— BBgog, pemaktupoBanmue,
¢dopmartrpoBaHue TekcTa B
Tabuiie;

— BcraBka, u3amMeHeHre pa3MepoB
Y yJlaJieHre CTPOK U CTOJIOIOB;

—  Ynanenue TabIUIBI
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YT0oOB! YyCTAaHOBUTD 3alIUTy OT U3MEHEeHUH, BHIIIOJIHUTE CJIeIyIolue TeHCTBUS:

1.

Brinenute Tpebyemoe coliep>kKUMoe IOKyMeHTa:

— YrtoObl 3abi0KMpOBaTh OT M3MEHeHWM OAWH ab3all TeKCTa, YCTAHOBUTE B HEro
KYPCOp, BbIJeJIUTe 4acTh ab3ana wik ab3alr 1eaukoM. YToObl 3a0JI0KUpOBATh OT
M3MeHeHUN HeCKOJIbKO ab3a1ieB, BBIJIEIUTE UX [IeJIMKOM.

— YrtoO6bl 3a010KMpOBaTh OT W3MeHeHWW u3obpakeHHe WM GUTYpPy, BBIIENUTE ee
IEJTYKOM MBIIIIH.

— YrtoObl 3a0/10KMpOBAaTh OT U3MEHEHWW TeKCT B QUrype, BbleNUTe ee JIBOMHBIM
IIeJTIKOM MBIIIIY, a 3aTeM BBIJIeJIUTe B Hell TpeOyeMblii TeKCT.

— Yrobbl 3a670KMPOBATh OT U3MEHEeHWM TeKCT B OJHON WM HECKOJbKUX suerKax
TaOJIMIIbI, BbIIETIUTE TAaHHBIE STYeUKH.

— Yrobbl 3ab70KHMpOBaTh OT HW3MEHEeHWW TabJuIly, BbIAENUTEe [AAHHYIO TaOIUITY
[[eJTUKOM.

Buibepute nyHkT komaHgHoro MeHio IIpaBka > 3amuUTUTL OT U3MEHeHUH

(cm. PucyHnok 237).

Mpaeka Becraeka @opmatr  VHctpymednte Bug O
= OTMEHWTB Ctrl+Z
" MoetopuTe Ctrl+Y
S Bripesate Ctrl+X
KonupogaTs Ctrl+C
[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r
£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpumeHnTE dopMaTUpoBaHUE Ctrl+5Shift=V
Bmgenute Bce Ctrl+4
JAWNTHTE OT MIMEHEH A
CHATE 38LLMTY
1 Mowuck Ctrl+F

Pucynok 237 — Komananoe mento IlpaBka
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3amuTa Cofiep)KMMOro BU3YalbHO IIpeJiCTaBjIeHa CIIe[yIONIMM 00pa3oM:
— B 3a6/10KMPOBAHHOM TeKCTe IIBeT Kypcopa MeHsIeTCs Ha KPaCHBIH.
— Ilpu BeIfleleHny 3a6JI0KMPOBAHHOTO O06LEKTa IIBET er0 PAMKU MeHSeTCsl Ha KPacHHIIA.
— Ilpu HaBemeHMM Kypcopa Ha Mapkep 3a6JOKMPOBaHHOIO 0OOBeKTa Kypcop
npunumaert Buj ).
— Tlpu moNBITKe HM3MeHeHHs 3abIOKMPOBAHHOTO TeKCTa WM OOBeKTa OTobpaxkaeTcs

BCILIBIBAIOIIIEe COO6III€HI/IEZ «3JTa 9acThb JOKYMeHTa 3alllvIileHa OT U3MEHEHUI».

2.10.2 CHaTsb 3amuTy

YroObl CHATH 3aLIUTy OT M3MEHeHWH BO BCeM JOKyMeHTe, BblOepuTe IIYHKT KOMaHIHOI'O
MeHio IIpaBka > CHATB 3amuTy (cM. PucyHok 238).

YToObl CHATH 3allMTy OT KM3MeHeHWW /I 4YacTd JIOKyMeHTa, BBIINOJIHUTE Clelyloliye
JeUCTBUS:

1. Boipenure Tpebyemoe cofep>XXUMoe JOKyMeHTa.

2. Bribepure myHKT koMaHHOro MeHIO IIpaBka > CHATH 3amuTy.

Mpaeka Becraeka @opmatr  VHctpymednte Bug O

= OTMEHWTB Ctrl+Z

— MNoetopuTs Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpumeHnTE dopMaTUpoBaHUE Ctrl+5Shift=V
Bmagenute Bce Ctrl+A

JEWNTHTE OT MIMEHEH A

CHATE 3aLmTy

0 Moweck Ctrl+F

Pucynok 238 — Komananoe mento IIpaBka
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2.11 Penten3upoBaHue JOKYMeHTa

2.11.1 UcnpaBiienus

2.11.1.1 Pexxum 3anucH HCHPaBJIeHHH

Pexxum 3amucu vcnipaBieHU UCIIONIb3YeTCsl, YTOObI OTCIIeXXHUBaTh, 00pabaThiBaTh U XPAHUTh
V3MeHeHHs, KOTOpble BHOCST B JIOKyMeHT J[IpyrHMe y4YaCTHUK{ pefakTUpoBaHus. YcrnpasieHus
Ha4YMHAIOT 3allMChIBaThCS TOJIBKO IIOC/Ie BKJIIOYEHMs pexrMa. [IpocmarpuBaTh M o6pabaThiBaTh
WICIIpaBJIeHUs MOXKHO IIPY BBIKJIFOUEHHOM PeXXUMe.

CraTyc pexxuma COXpaHsSIeTCsl TOcJie 3aKpbiTHs ¢ailia, TO eCTb ecjii B JOKyMeHTe ObUI
BKJIIOUEH peXXUM 3allMCH UCIIpaBJIeHUH, TO MIPU ero MocjiefyiolleM OTKPbITUH PeXXuM Takxke Oyner
BKJIIOYEH.

YToObl BKJIIOYATH WM  OTKIIOYMATH PpPEXUM 3allMCHU  HCIIpaBJieHuH, BblbepuTe
MyHKT KOMaHAHOro MeHi0o HWMHcrpymeHnThl > PexmM oToOpakeHusi HCHpaBIeHHil >

OrcnexuBaTh ucnpasiaeHus (cM. Pucynok 239).

MHcTpymenter Bug  OBwwid goctyn  Hagctpobikw  Cnpaeka

Pexum oTobpameHa ncnpaeneHuid  # OTcneBEaTE MCNPABAEHKA -

MpagcnucaHwe r

MapknpoBaTs MCNPaBAEHNA
Hactpaneaemuwiil cnoeape i

OrobpaaTe MCNPaBAEHKA

M3meHNTE AZBIK... WexoaHuin gokymedt

PegakTop MakpokomaHg

CpaBHWTL €... [BeTa)

Pucynok 239 — Komananoe mMeHio MHCTpyMeHTBI

2.11.1.2 OTobpaxeHnue 1 MIPOCMOTP UCIPaBJIeHHI

B noxyMeHTe OTCIIeXXHUBAIOTCS. U OTOOPaXKAIOTCs CIle/lyIolye BU/Ibl UCIIPABJIeHUH:
— BBOJ U y/laJIeHHe TeKCTa;

— BCTaBKa U yJiaJleHHe U300pakeHunH;

— BCTaBKa, pPeJlaKTUpPOBaHUe U yJiaJleHUe FMIepCChIIOK;

— ¢opmarupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3ara.
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[Tanenb  wWcIpaBlieHWH  paclojioXkeHa  ClipaBa OT  00OJlaCTM  pefakTHPOBaHUs
(cM. Pucynok 240). Ha maHenmu ucnpaBiieHHH 0TOOpakatoTCsl UCIIPABJIeHHs], BHITIOJTHEHHBIE BCEMH
noJib30BaressiMU. KaxkJ1oMy 101b30BaTesto MpHUCBAUBAETCS OT/IeIbHBIH IIBET.

YToOBI IIPpOCMOTPETH II0JIHOE OITMCaHWe UCIIPABJIEHWS, HIEeJIKHUTEe 10 HeMY MBbIIIbIO.

2.11.1.3 Ilepemerienue Mekay HCIIpaBJIeHHUSIMHI

Inst  ObICTpOTO  TepeMellleHHsT  MeXAy  MCIPABIEHUSIMU  WCIOJIb3yWTe  KHOIKHU
@ (Cnenmyroiee ucripaBjieHHe) U @ (IIpeppixyiiee mcnpaBiieHHe), KOTOPbIe PACIOJIOXKEeHbl Ha

MaHeJId MHCTPYMEHTOB, B pa3zieiie PenensupoBanue (cMm. Pucynok 240).
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PeueHIMpoBaHne WpKgT AB3ay CTuan BcTaska

v

OTo0paKeHue UCTOPUK 10038

Jobasneno "gobaeseHnin "

Ypaneno "yganeHni”

Pucynok 240 — Knornku nepemeriieHus1 MeX/1y UCIIPaBIeHUSIMU

2.11.1.4 IIpuHATH M OTKJIOHUTH UCIIPaBJIeHUS

Pabora c wucnpaBieHusIMM OCYIIeCTBiIsieTCs B pexuMe MapKHpoBaTh HCIpaBIeHHUSA

(cm. pazmen 2.11.1.5).

HcnpaBrieHrst B TeKCTe, 3alUIIEHHOM OT M3MeHeHHH (cM. pasdzgen 2.10), HeBO3MOXHO

IMPUHATE NI OTKJIOHWTD.

2.11.1.4.1 IIpunaTh HCIpaBIeHUA

YT0oO6B! IPUHATH OJIHO UCIIPaBJIeHHe, BOCIIOIb3yUTeCh OJJHUM U3 CIIe[lyIOIIUX CII0COOO0B:
1. Ha maHenu ucnpaBiieHUMN HaBe[WTe KypCOpP MBIIIM Ha TpeOyeMoe WCIIpaBjieHUe U

HakmuTe KHOTIKY » (IIpunarTs) (cMm. Pucynok 241).
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XoKyMeRTaMI 0G0T ClowoCT, T AoGanneno " moboii croxHocTu’

Pucynok 241 — KHOIIKM IPUHATHS U OTKJIOHEHUS UCITPABJIeHHUS

2. Ha mnasHenu wcripaBneHu BblJeiiTe TpebyeMoe WCIIpaBjieHHe INeTYKOM MBIIU U
BBITIOJTHUTE OJTHO U3 CIIeAYIOIUX JerdcTBUi (cM. PrucyHok 242):
— Ha nanenu ucnpasieHuit HaXMuUTe KHOIIKY (! (IIpuHATB).
— Ha mnanenu wuHCTpyMeHTOB, B paslene PeneHsupoBaHMe HaXXMUTe KHOIIKY
©@ (IIpuHATH HCIIpaBJIeHUe).
— Ha nanenu uHCTpyMeHTOB, B pasfieiie PeneH3upoBaHue Ha)KMUTe CTPeJIKY CIpaBa OT

kronky () (IIpHHSATH HCIpaBienne) i BeGepuTte nyHKT IIPHHATE HCIpaBIeHye.

L4
§2]

- Y — — _ _ _ P

|_'i_:' V.| GO~ [~ XOThames |v| | 14 |v| A AY = RIS '_"_'rln [+]

Q K4 =&y Ly =~
MpuHATE nonpaeseHne - ’

pudT AB3ay CTunu BcraBka
MpuHATE BCE MCNpaBREHUA

«MonOduc Tekcr» — ynoOHbBIA pefakTop Anf paboThl C TEKCTOBBIMH
JOKYMEHTAMH 0007 CI0MKHOCTH.

AoBaeneHo " ool choxHocTKH”
Pucynok 242 — IlpunsiTiie UcripaBiieHUA

YToObl NMpUHATH BCe HWCIIPaBJIeHHs B OJHOM HWJIM HECKOJIbKMX ab3alax, BblIeJIuTe 3TU
ab3a1lbl ¥ BHITIOJIHUTE O/THO U3 CIIeYIONUX JIeHCTBUM:
— Ha mnaHenu wuHCTpyMeHTOB, B pasfiefie Penen3upoBaHue HaXXMHUTe KHOIIKY
©@ (IIpuHATH UCIIpaBJIeHHe).
— Ha nmanenu vHCTpyMeHTOB, B pasfieiie PeneH3upoBaHHe HaXMUTe CTPeJIKy CIipaBa OT

KHOMKH () (IIpunars ucnpasieHue) U Beibepute NyHKT IIpuHATH HCnIpaBieHue.

YToObl NpPUHATH BCe WCIIpaBIeHUs] B JOKYMeHTe, Ha IaHeJId WHCTPYMEHTOB, B pasjele

PeniensupoBaHue HAXXMHUTe CTPeJIKY CIpaBa OT KHOIIKU ©@ (IIpuugaTh ucnpaBiieHne) U BbibepuTe

nyHKT IIpuHATE Bce HCIpaBJIeHU.
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2.11.1.4.2 OTKJIOHUTH UCHIPABJICHUS

YToOBI OTKJIOHUTH OJJHO UCIIPaBJIeHHe, BOCIIOJIb3YHTeCh OJJHUM U3 CJIeAYIOIIMX CIIOCOO0B:

1. Ha mnaHenu ucnpaBiieHUWM HaBe[WTe KypCOp MBIIIM Ha TpeOyeMoe HCIIpaBjleHHe U
HakmuTe KHOTIKY x (OTkyIoHNTB) (cM. PrcyHok 241).

2. Ha naHenu wucnpaBieHuH BblJesiiTe TpeOyeMoe HCIpaBjeHHe IIeTYKOM MBIIM U1
BBITIOJTHUTE OJTHO U3 CIIeAYIOIUX JTerdcTBUi (cM. PrucyHok 243):
— Ha nanenu ucnpaBieHuii HAXMUTe HAa KHONKY '*/ (OTKJIOHHTD).
— Ha nmaHenrm  uHCTpyMeHTOB, B  pasfiejle  PeneH3unpoBaHHMe  HaXMHTe

KHOIIKY o) (OTKI0OHUTH HCIIpaBJIeHHe).

— Ha nanenu uHCTpyMeHTOB, B pa3zieiie PeneHsupoBaHHe HaXXMUTe CTpeJIKY CIpaBa

OT KHOIIKHU O (OTkyoHUTH HCHpaBiieHHe) U BblibepruTe NYHKT OTKIOHHTH

HCIIpaBJIeHHe.
v é I:%:I v |I:E:I vl v KO Thames |~ | 14 ~| AT AT =~ = v o~ T’T‘ |f;\|
C ©C H -4y 2y =v &= H~|T

OrknoHuTte WocnpasaeHue
PeueH3Ing AB3au Crinn BcTaBka
OrknoHuTe BCE WCNPaBneHKA |

«MoiOduc TexkcT» — yOOOHBIA pelakTop s pabOTel C TeKCTOBBLIMH
[OKYMeHTaMH JIF0001 CII0KHOCTH.

Aobapnerno " noboi croxHocTK”
Pucynok 243 — OTk/I0HeHHe UCIIpaBIIeHUHA

YToOBI OTKJIOHWTH BCe MCIIpaBjeHHs] B OJHOM WJIM HeCKOJIbKUX ab3alax, BblIeJuTe 3TU
ab3a1ipl ¥ BHIIOJIHUTE OJIHO U3 CJIeAYIONIUX JIeHCTBUH:

— Ha mnamenmu wuHCTpyMeHTOB, B pasjene PeneH3upoBaHme HaXXMHUTe KHOIKY
©) (OTKIOHUTH HCIIPaBJIeHHe).
Ha nanenmu mHCTpyMeHTOB, B pasfiesie PemeHaupoBaHme Ha)kMWUTe CTPeJIKy CIIpaBa OT

kHorku () (OTkJIOHUTH HCIIpaBJIeHNe) 1 BbiOepuTe MyHKT OTKJIIOHUTH HCIIPaBJIeHHe.

YTOoOBI OTKJIOHUTL BCe HCIIpaBJIeHrWsd B JOKYMeHTe, Ha IIdHeJIM HWHCTPYMEHTOB,
B pa3fiejie PEHEHBI/IIJOBHHI/IE HAa>XMHUTe CTPeJIKY CIIpaBd OT KHOIIKU O (OTKJIOHPITI) I/ICIIpaBJIEHI/IE)

n BI:>I6epI/ITe ITYHKT OTKJIOHHUTH BCe HCIIPpABJICHHS].
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2.11.1.5 Pexxum oTOOpaKeHH s HCIIPABJICHUH

[To ymomyaHuio B IOKyMeHTe MapKUPYIOTCs BCe McnpaBiieHus. [Ipy HeobxXxoquMoCTH pexxum
0TOOpa’keHUs! UCIIPABJIEHU MOXXHO U3MEHUTb.
J1J1st 3TOTO BBITIOJIHUTE CIIEAYIOIIHe IeHCTBUS:
1. OTkpoiTe CIHMCOK PEXKUMOB OHUM M3 CIIEAYIOIINX CIIOCODOOB:
— Beibepute myHKT KOMaHZHOTO MeHI0O WHCTpymeHTHI > Pexum oTo0OpaxeHus:

ucnpanienuii (cM. Pucynok 244).

MHcTpymentsr Bug  OBwwi goctyn  Hagctpolkw  Cnpaeka

Pexum oTobpaxedna ncnpagneHuid * % OTcnesuBate WCNpagneHus -

MNpaecnucanue »
® MapkWpoBaTe MCNRAENEHWA
HacTpaweaemblil cnoBaps
= s OvobpamaTe MCNpaBneHlA

MzmeHnTe AZBIK... WecxogHeii gokymedT

PepakTop makpokomaHy

CpaeHuTe C... [BeTa)

Pucynok 244 — Komangnoe menio UHCTpyMeHTBI

— Ha nanenmu wuHCTpymMeHTOB, B pasfieiie PeljeH3upoBaHHe HaXXMHUTE KHOIIKY ==«
(cM. PucyHok 245).
2. Broibepute TpeOyeMblli pe>XUM pelleH3UPOBAHUS:
— MapkupoBaTh HCIpaBJieHUs — B JIOKyMeHTe cojiepkaTcsi U obpaboTaHHbIe, U
HeoOpaboTaHHble ucrpapiieHds. HeobOpaboTaHHble HCHpPaBIeHUs] MapPKUPYIOTCS

I[BETOM U OTOOPAXKarOTCs Ha MaHes M ucrpaBieHuit (cM. PucyHok 245).

0O B~ & O~ @v B~ XOThames |v| | 14 |v| AT A =y = v L TT
5 ¢ ¢ ©o0 = K KU~ AvOv =Ev = =He T

Mpaeka PeueH3vposa AB3al Crnam Bcraska
+~" Mapkuposats ncnpaeneHua

OroBpamaTe MCNpaBneHnA

Wexoansi gokyment

. - b Aniutuinited vl MloGasneno " nGoRA chomHocTH"
«MoiOguc TexkcT» — yOoOHBEIA pelJakTOp 1 pabOThI C TEKCTOBBIMH JOKYMEHTaMH

MoO0H CINOMHOCTH.

Pucynok 245 — Pexkum MapKupoBaTh HCHIPABJICHUS



252
502220-29144487-2016-01 34

— OTobpaxaTh HCIOpaBJeHHS — B JOKyMeHTe cojiepXaTcsi U oOpaboTaHHBIe, U
HeoOpaboTaHHBIe HcrpaBiieHus. HeobpaboTaHHbIe WCIpaBIeHUS HE MapPKHAPYIOTCS

nBetoM. [laHenb ucnpaBnenuit ckpoita (cM. PucyHok 246).

@ N . x = XOThames v| | 14 |»| A” AT = = v [0 w T’]"‘
& T K Y e A £y imv = 4= Hee T
Peuexnsnposa I"X’ AB3ay Crinn
MapkWpoBaTs HCNpagEneHUa
+  OroBpaxaTe MCNPaBEAEHMA
WMcxoanoit gokyment
«MoHOgHC TekcT» — yOOOHEBIH pelaxkTop A9 padoThkl C TEKCTOBBIMH JIOKYMEHTaMH
n00H CNOMKHOCTH.
Pucynok 246 — Pexxum OTo0paxaTs HCIIPaBJIeHUS
— MHcxognblii [OKYMeHT — B JIOKYMeHTe COJIepXaTcs TOJIbKO 0OpaboTaHHbIe
vcnpasienus. llaHenbs wucnpaBiieHWi CKpbITa. PelakTUpoBaHWe [OKyMeHTa B
IAaHHOM pexkrMe HelloCTyIHO (cM. PucyHok 247).
ﬁ v é = XOThames v | 14 |~ A” AT S = v [0~ T
¢ © 0. KK Y e Ly Ey =y == H~ T .
PeueH3npoea % AB3ay Criam

Mapkuposate ncnpaeneHus
OrobpamaTe MCNpasneHns

+"  WcxogHsii gokymeHT

«MoOd¢uc TeKcT» — yI0OHBIA pefakTop Aid padoThl C TeKCTOBLEIME JOKYMeHTaMH.

Pucynok 247 — Pexxum M cXxomHbIi JOKYMeHT

2.11.2 KomMenTapuu

Eciv paboTry Han [I0OKyMEHTOM OJHOBPEMEHHO WM I[1004YepeJHO BedyT HeCKOJIbKO
M0JThb30BaTesIel, TO CBOM UJIeU U 3aMedaHusl K TeKCTy OHM MOTYT H3J/laraTh B BUJle TEKCTOBBIX WJIH
ayIMIOKOMMeHTapHeB.

B Tekyielt Bepcuu npuiioxeHus JOCTYIIHO TOJIBKO MPOCIIyIIMBAaHKE ayIMOKOMMeHTapueB.

Co3manue ¥ peJlakTHPOBaHKe ay/IMOKOMMeHTapHeB He M0/1J1ep>KUBaeTCsl.
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2.11.2.1 Pexxum 0oTOOpaKeHHsI KOMMEHTapHeB

[To ymomuaHuio Bce KOMMEHTapyuy B JOKYMeHTe OTOOPaXKaloTCs Ha IaHeNy HCIIpaBlIeHUH

(cMm. paszen 2.11.1). M3meHeHune pexxuma 0TOOpaXkeHUsI KOMMEHTapHeB BBIIIOIHIETCS aHAaJIOTMYHO

N3MEHEHHUIO peXXruMd OT06pa)KeHI/ISI I/ICHpaBJIEHHfI.

2.11.2.2 [100aBUTH TEKCTOBbIII KOMMEHTapHii

YToOBI ,IIOGaBI/ITb TEeKCTOBBIN KOMMEHTapHﬁ, BBITIOJIHUTE CJIeAYrolIre IIeVCTBUS:

1.

VY cranoBute Kypcop B TOM MeCTe TeKCTd, B KOTOPOM Tp86YETC$I 1106aBI/ITI)
KOMMeHTapHﬁ, WJIN BbIOeJINTe TeKCT, KOTOprfI HY>XHO KOMMEHTHUPOBATD.
HEPEﬁHHTe B peXUM paGOTbI C KOMMEeHTapusMU OOAHUM U3 CJIeAYIOINX Ccroco0oB:

— Bribepure myHKT koMaH/IHOTO MeHI0 BeraBka > KommenTtapwii (cM. PrucyHok 248).

Beraeka @opmar  Mectpymednts Bug  OG

MzobpaxeHne...

TekcToeoe None

Durypa r

B @ HE

Tabawua...

o
kﬁ.‘—'

Dopuyna...

Pazphie cTpaHWLBE Ctrl=Enter

mC 1C

Paspwe pasgena
Hymepauma cTpaHnL,.. Alt+P

KonoHTUTY AR

mom #*

OrnagneHne

Ccranka... Ctrl+K
=l [lepekpecTHan ccuka...
[]  Zaknagka..
AE  CHocka Ctrl+Alt+F

[Z  KommenTtapwii

Pucynok 248 — KomangHoe menio BeraBka

— Ha nmanenu uHCTpyMeHTOB, B pa3jiesie BcraBka HaXkKMUTe KHOTIKY E‘ (KomMeHTapwmiin)

(cm. Pucynok 249).
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254

AaBoBel AabeBsI' ...

3aronoeok 3 Jaronopeok 4

Pucynok 249 — Knonika Kommenrapmit

Bcraeka

HHY B4 &

=

Ha nanenu nacrpymeHToB, B paszieiie BecraBka HaxMuTe KHOTIKY === (cM. PrucyHok 250).

Ha orobpasuBiieiicsi maHenud BCTaBKA HaBeAUTe KYpPCOpP MBIIIM HA KHOIKY

E (KomMmenTapumii).

AaBoBBI AaBoBel

3aronceok 3 3aronoBok 4

=

WE D@ MOEI I &8 C

BB oD

MzobpakeHwe..

TekcToBoe none

Durypa

Tabanuga...

Dopuyna...

Pazpeie cTpaHWLe!
Paspuis pazgena
Hymepauma cTpaniy,.
KonoHTuTyas

OrnaeneHue

Cewinka...
MepekpecTHan CoBUIKa...
3aknagka...

CHocka

KommeHTap i %

Pucynoxk 250 — IlaHenb BcTaBkU

[ITenxHUTEe TpPaBOM KHONKOW MBI II0 TEKCTy WM BbIeJIeHHOMY (parMeHTy

Y BBITIIOJTHUTE KOMaHy KOHTEeKCTHOTO MeHIO J100aBUTh KOMMeHTapHii.
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3. Baenurte TpebOyembiii TeKCT B mojie komMmeHTapus (cMm. Pucynok 251). Ecim Tpebyercst
OTMEHUTh BBOJI KOMMEHTapusl, HaKMuTe KiaBuiy Esc.
4. Haxwure kHOTKy I'0TOBO B 110716 KOMMEHTApHs WIH IIEJIKHUTE MBIIIBIO B JTIOOOM MecTe

HAOKyMeHTad.

b4
K TEKCTY MOMHO nobaBnATL KOMMEHTapHH.

Pucynok 251 — JTo6aBieHre KOMMeHTapus

Hy'CTbIe KOMMEHTAdpHUH dBTOMATUYECKHU YOAJIAOTCS.

2.11.2.3 PenakTHpOBaHHe TeKCTOBOI0 KOMMeHTapHs

YT06BI peJlakTHpPOBaTh TEKCTOBBIM KOMMEHTApHi, BBIIIOJIHUTE ClleyIollye AelCTBUSL:
1. Brimenute KOMMeHTapyi OJTHMM U3 CJIeJyIOIIHUX CII0CODOO0B:
— HasepuTe KypcOp MBIIIX Ha I10JIe KOMMEHTapHs U B [IDABOM BEPXHEM YIIIy HAKMUTe
kHOTKy # (PemakTupoBats) (cM. PucyHok 252).
— BrienuTe none KOMMeHTapysl JBOMHBIM I1IeJTYKOM MBIIIIH.
2. W3MeHHMTe TeKCT KOMMeHTapHusi U HakMHUTe KHONKY I'0TOBO Wiy IielKHUTe B JII0O0OM

MecCTe JOKyMeHTa.

& oottt el i ExarepuHa, CerogHa, 22:55
I{ TEKCTY MOMHO ,D,OEBBJ'I.ETI: KOMMEHTapHH.

KommeHTapwid.

Pucynok 252 — Ilone kommMeHTapus

2.11.2.4 TlpociaymiaTh ayJHOKOMMEHTAPHI
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Ytob6bl mpocCTymiaTh ayJHMOKOMMEHTApUM, IeJIKHUTe

II0 KHOIIKe AyI[I/IOKOMMEHTapI/Iﬁ
Ha TlaHeJIu ucnpasieHui (cM. PucyHok 253).
Phone Yaroslava, Cerogns, 12:57
‘MoﬁOd}Hc TekcT obecneuneaer BeicTpoe M yoobHoe co3naHHe JOKYMEHTOE C HCMONL30BaHHEM LALSES SN
wabnoHoB, cTHNeH, cpeAcTE GOPMaTHPOBAHHA W PEAaKTHPOBAHHA TEKCTA HA BCEX MOMYNAPHBIX AyAMOKOMMEHTapHit
OMepalHoHHLIX cHeTeMax. PyHKIHH KOMMEHTHPOBAHHA H 3aNUCH H3MeHeHHH obecneYuBaoT
BBICTPOR COTMIACOBAHHE JOKYMEHTOB.

Pucynok 253 — AyinokoMMeHTapui

Knonka mpeobpa3utcs B 1jieep, U HAYHETCsl BOCIIPOM3BeieHre 3anuck (cM. PrucyHok 254).

IIpn pemakTHpoBaHMM AOKYMeHTa BOCIIPOM3Be[leHHe ayJIMOKOMMeHTapHs He IIpepbIBaeTCsl.

Ecnu Tpebyercs OCTaHOBUTH BOCIIpOM3BelleHHe, HakMuTe Ha KHoNKy II (IIay3a) Ha maHenu
VICTIPaBJIeHUH UJIK B CTPOKE COCTOSTHUSL.

@

HCIMONB30BEaHHEM 00:12
Ccex NoNynApHEIX

obecrnevyHMBaOT

w
E MpocaywrBEaHWe - 0% v

Pucynok 254 — [IpocnyimmBanue ayAMOKOMMeHTapust

YtoObl BO30OHOBUTH BOCIPOM3BEIeHHe, HaXKMUTe Ha KHOmNKy P (Ciymarb) Ha MaHelu
WICIIPABJIEHUH WK B CTPOKE COCTOSTHUSI.

,HJ'[H IepeMOTKHU 3dIlIMCH BIlepel WK Ha3ad[ HIeJIKHWUTe MBbIIIbI0 I10 TPE6YEMOfI OTMETKe
IIKaJIbl BOCITPOM3BeleHW Hd IIaHeJIn HCHpaBHeHHﬁ.

2.11.2.5 IlepemeiieHue Meky KOMMEeHTapUAMH
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BbICTpOE repemMelieHre Mexny KOMMEHTapHusIMHu BBITIOJIHAETCA dHAJIOTUYHO

OBICTPOMY TTepeMeITieHrI0 MeXX Ty UcpaBiieHusmMu (cM. pasmen 2.11.1).

2.11.2.6 KonmpoBaHue TeKCTa ¢ KOMMEHTapHAMH

Tekcr c KOMMEHTapusgMH MOXHO KOIIMPOBATL B IIpedejlaX OJHOI'0 JOKYMeHTa WA

Mexnay nokymentamu « MorOduc Tekcty.

YToOBI CKOITMPOBATb TEKCT C KOMMEHTdpHWeM, BbIIeJINTe OTKOMMEHTI/IpOBaHHHﬁ TEeKCT

OeJInKOM. HpI/I KOITMPOBAHUH 1dCTHU TEKCTa KOMMeHTapI/If/'I He KOIIMpYyeTCs.

KOHI/IPOBHHI/IE‘ N BCTdBKd OTKOMMEHTHPOBAHHOI'O TeKCTd BBIIIOJIHACTCA CTaHIdpPTHBIMHA

criocobamH.

B Tekymieid BepcMM IIPWIOXEHUs He IOJIEepP)KUBAeTCsl KOIWpOBaHMe KOMMEHTapuesB,

n00aBIeHHBIX K TAaOIHIIaM.

2.11.2.7 Ypanenune koMMeHTapHs

YToOBI yIaiuTh KOMMEHTApPUH, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:

1. Boigenure mnoje KoMMeHTapusl IIeTYKOM MBIIIIH.

2. Ynanute KOMMEHTapyi OJTHUM U3 CJIeYIOIIUX CIIOCODOOB:

— Ha nanenmu uHCTpyMeHTOB, B pasnesie PenensupoBanue (cM. PrucyHok 255) Haxxmure

KHOIIK @ YnaauTh KOMMeHTapuii).
y P

P TN | AT AT = f— kB e m
L) v () w |@ v| XOThames (v | 14 |~ A7 =y = v 11w iT |\+,|
B B — — —

|i<_—:| |i—_}:| aus sss ﬁ v £ = = 4= ]E[ v qT o saa

YAANMTE KOMMEHTAPWIA

PeweH3npoBaHue AB3ay Crvnu Bcraska

¥aanuTe Bce

v
K TEKCTY MOMHO I0DaBRIATE KOMMEHTapHH.
KommeHTapui.

Pucynok 255 — Y nanenue komMeHTapus

— Ha nanenu uHCTpyMeHTOB, B pa3nesie PerneHzupoBaHHe HaXXMHTEe Ha CTPEJIKY CIIpaBa
OT KHOIIKH! @ (Yaanuths KoMMeHTapHiil) U BbiOeprTe MMyHKT Y JaJIUTh KOMMEHTapUi.

— B mpaBoM BepxHeM yTily KOMMeHTapus HAXMUTe KHOTIKY B (Y aaiuTh).
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st yhanmeHusi TEeKCTOBOIO KOMMEHTapus MOXHO TakKe TIIepedTH B PeXxuM ero
PEIaKTUPOBAHUs TaK, KakK I3TO omucaHo B pasfene 2.11.2.3, MOTHOCTBIO yAAIUTH TEKCT
KOMMEeHTapUsI U HAXKaThb KHONKY I'0TOBO Wi IIeJIKHYTH 110 JII0O0MY MeCTy JIOKYMEeHTa.

YT0o6BI yAQIUTH BCE KOMMEHTAapUM B JIOKYMEHTe, BBIIIOJIHUTE CJIeyIoIue 1eCTBUSL:

1. Ha manenu MHCTpyMeHTOB, B pa3jieiie PeljeH3poBaHue Ha)kKMUTe Ha CTPeJIKY CIIpaBa OT

KHOIIKA @ (Ynanuts kommeHnTapuii) (cM. Pucynok 255).

2. B BblnagaroiieM crvcke BbibepuTe TyHKT Y JaJUTh BCe.

2.11.3 CpaBHeHHe NOKyMeHTOB

C nomomipio npunoxenus «MoitOduc TekcT» MOXHO CPaBHUTH pa3Hble BepCUU OAHOIO U
TOrO >Xe TekcToBoro ¢arna. IlogaepxuBaercs: cpaBHeHHe JOKyMeHTOB B ¢popmatax DOCX, ODT,
XODT.

ITpy cpaBHEHUM OTOOpaXKAIOTCS Cilelyollye U3MeHeHus, BHeCeHHbIe B JOKYMEHT:

— pobaBiieHHbIe U y/iajieHHble GparMeHThl TeKCTa;

— pobaBieHHbIe, yiajieHHble U OTpe/lakTUpOBaHHbIe TaOIUIIBI.

CpaBHeHHUIO He TOJIjIeXar:

— OIVIaBJIeHUe;

—  COIepKUMOe KOJIOHTUTYJIOB;

— u30bpaxeHus;

— CHOCKY;

— TEeKCTOBBIe U ayJUOKOMMEeHTapuH;

— PpasphIBbI CTPAHUII U paspbIBLI pa3ziesioB;

— ¢dopmaTrpoBaHue TeKCTa U ab3aria.

JlaHHBIEe 3JIeMeHThl U CBOMCTBA MEepPeHOCITCS U3 CPAaBHUBAaeMOM KOIMU JIOKyMeHTa B ¢aiil

CpaBHEHUA 06e3 M3MeHeHUH.

JlJis cpaBHEHMsI JOKYMEHTOB BBIIIOJIHUTE CIIeAyIOoIIHe JefCTBUS:

1. OrtkpoiiTe TOKyMeHT, KOTOPBIA HY>KHO CPaBHUTD C UCXOJIHBIM.

2. YkaxuTe HUCXOAHBIA [OKyMeHT. [ljis 3TOro BbibepuTe IYHKT KOMaHJHOIO MeHIO
HNucrpymentst > CpaBHHTH C... (bera) (cM. PucyHok 256) u B okHe ¢aiisioBOTO

MeHeJkepa BeiOepuTe TpeOyeMbli (aiil.
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MHctpymentor Bug  OBwwid goctyn Hapac
Pexwm oTobpaxeHna ncnpaeneHnd  #
Mpaecnucanwe 3

HacTpaweaempi choeape
MzmeHnTe Asbik...

Pepaktop makpokomaHg

CpaeHuTL C... (BeTa)

Pucynoxk 256 — Komanaaoe meHnto UHCTpyMeHTBI

B HOBOM OKHe copmupyeTcsi JOKYMeHT C pe3yJibTaTaMHM cpaBHeHUs (cM. PucyHok 257).
B nannom pokymente:

— pobaBiieHHbIEe U yJjalieHHble pparMeHThl TeKCTa 0TOOPaXkaloTcsl B pexxume 0ToOpakeHust
vcripapjieHu# (cm. pazaen 2.11.1);

— Kaxjas TabnuIiia, B COHEpXXHMOe WIM CTPYKTYpy KOTOpPOM BHECEHbI HCIIpaBJIeHUsl,
oToOpaxkaeTcs B BUjle ABYX TaOJIMII: OJTHOM yAajieHHOW (OTMedeHa KPACHBIM IIBETOM) U
OHOM 100aB/IeHHOM (OTMedYeHa 3eJIeHbIM IIBeTOM);

— Jo0aByieHHbIe TabIHIBI BEIAEISIOTCS 3eJIeHBIM IIBETOM;

— yAdJieHHbIe Ta6JII/II_IbI BBIIIEJIAIOTCA KPACHBIM IIBETOM.

fobaeneHo " ConHeuHoi cncTemsl”

B Tafnuue Huxe ans cpaBHeHHs NPEACTABIEHO PACCTOSHHE MIaHeT ar
ConHua. fob6aeneno " LEHTPaNbHOM 3Be34k0 —"
Hazpaune mnaneTsr Paccrosuue ot Conmna, MIH. KM
Mepkypuit 58
Benepa 108
3emns 150
Mapc 228
HazpaHie muaseTsl PaccrosHie oT coHIA, MIH. KM
Mepxypui 60
Benepa 110
3emns 150
Mape 230

Pucynok 257 — Pe3ynbTaT cpaBHeHUsI JOKyMEeHTOB

Pabora c JAOKYMEHTOM, KOTOprfI COOEepPXUT pe3yJibTdTbl CpdBHEHHS, OCYIIeCTBJIIeTCA

AQHAJIOTUYHO paboTe C OOBIYHBIM JIOKYMEHTOM.
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2.12 Pabora B o0/1ake

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTHPOBAHMSI JOCTYIIHBI IPU HAJTU4YUU

cepBepHoii yactu «MoiiOduc Ciyxxebubiity / «MonOduc 3amuméntnoe Ob61ako.

PaboTa B ob1ake rpefocTaBiisieT ClieAyroIe BO3MOKHOCTH:
— CO3JlaHhe ¥ COBMECTHOe peJlaKTMpPOBaHHWe TeKCTOBbIX (aisioB B ¢opmare XODT
OJIHOBPEMEHHO C JIPYyTUMHU T0JIb30BaTeJISIMU;
— 3arpysKy, XpaHeHHe U CkaurBaHue $HaisioB CJIeIyIOIIHUX TUIIOB!
— apXuBHBIE HaAMITHI,
— TeKCTOBbIe (pauiIbl,
— DJIeKTPOHHbIE TabJIUIIbI,
— PDF-darinsi,
— IIpe3eHTalllH,
— 11a0JI0HHI,
— wu3obpakeHHs,

— aynuo- u Buieodaiibl.

,HJ'[S[ Ha4alla pa6OTbI C 00JIaYHBIM XPaHUWIMIIIEM I10JIb30BATEeJIIO HEO6XO)II/IMO

aBTOPU30BATHCS B 0Osake (cM. pazpen 2.12.1).

[Ipu pabote B objake 1MOIb30BaTENIO JOCTYIIHBI Cyiefiytoliiye nanku (cM. PucyHnok 258):

MoaOduc Tekcr

@ Mown goKyMeHTbI
Mou aoKymeHTsl

a% [locTynHele MHe

= s *  Pazmep [ata U3MeHeHUs
| OTMedeHHEIE

o HenaeHue AoKyMeHTbI a Hoewin gokymeHT.xodt 15.64 kB 08.01.2023

i KopavHa

WA daina: | Hoewll gokymeHT xodlt TekcToBbIA goKyMeHT (*.xodt) ~

Cozaate nanky Cozaate Gaiin “ OTmeHa

Pucynok 258 — O6saynoe XxpaHuuie
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— Mowu ToKyMeHTHI — B JIAHHOM IaIlke cojiepykaTcst Gpaiiibl, CO3IaHHbIe WK 3aTrPy>KeHHbIe
HEIOCPe/ICTBeHHO ToJjib30BaTeieM (cM. pasaen 2.12.4 u 2.12.5);
— JlocTynmHble MHe — B JJaHHOM Tamke COJiepXKaTcs (ailyibl, KOTOPbe CO3[AAHbI JPYTUMHU
MOJIb30BATeIIMM M K KOTOPBIM TpPeAOCTaBleH JOCTYIl TeKYIeMy II0JIb30BaTellto

(cm. pazmen 2.12.9).

Ecm XODT-datin, pacnonoxeHHBId B o0jake, OJHOBPEMEHHO C II0JIb30BaTesleM
OTKPBIBAIOT /JIs PelaKTUPOBAHUS JIpyrHMe Y4YaCTHHUKH, TO MX CIMCOK oToOpakaeTcsi Ha GOKOBOM
naHenu (cMm. Pucynok 259). Ilpu HaBegeHMM Kypcopa MBIIIM HAa HKOHKY Y4YaCTHHMKA BO
BCIUIBIBAIOIEH TT0/ICKa3Ke 0TOOPaXkatoTCsl ero uMs U paMuusl.

H3MeHeHNs1, KOTOpble Y4aCTHUKHU BHOCST B JJOKYMEHT, OTOOpaXkatoTCsl B peXkrMe peasibHOI'0

BpEMeHH.

o4 Hoswiii gokymentxodt - MoiiCduc - O *

Qain  lNpaeka Berapka Qopmat  VHctpymento  Bug  OBwwi goctyn  Hapctpoikn  Cnpaeka

B ~ v O 0§ & Times New... v | 14 |~ A7 At TT
2. 5c © K K U = Av O

Dain Mpaska WpwudT AB3al CTinam Becrabka -~

MoiO¢nuc Texcr

«MoiiO¢uc Tekcr» oOecmednBaeT yIoOHOe M OBICTpOe CO3/AHIE JIOKYMEHTOB C
IICTIONIB30BAHIIEM IIAGIOHOB, CTIUIEl I cpelCTB ()OpPMATIPOBAHII TeKcTa. OYHKIIN
COBMECTHOT'O peJaKTHPOBAaHIA oO0ecledrBaroT 3((eKTIBHYI0 COBMECTHYH pabdoTy
COTPYIHIIKOB.

Anexcanap CMupHoB

CrpaHmua 1 1z 1 @ Ecrb nogkntoueHne - [ ] + 100% v

Pucynok 259 — CoBMecTHOe peJlakTUpPOBaHUe

2.12.1 BoiiTu B 00/1aK0

Y1o0bl aBTOPU30BATHCS B 00JIaKe, BBHITIOIHUTE CIle/lyIoIlire 1eHCTBUSL:
1. Buibepure nmyHKT komaHaHOTO MeHio Paiin > Pabora B obOsake > Boiitn B 00/1aK0

(cm. Pucynok 260).
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Maiin  Mpaeka Beraeka Qopmat  Moorpywmedte Bug  OBwwmi goctyn

a e Ctrl=N O Thames v

Co3gate no wabnoHy...

K 4 AR T
5 Ompwts.. Ctrl=0
Wi

OTkprTe B obaake.., Ctrl+Shift+0

HegaeHue LoKyMEHTH 3

LC2 T T I ’ BoWTy B obnako
= CoxpaHnte Ctrl+5 Ckauat...

CoxpaHiTh Kak... F12 3arpyanTe daiin...

Pucynok 260 — Komananoe menio Paiin

2. B okue Bxop (cMm. Pucynok 261) BBeiuTe JaHHBIE [IJ1 aBTOPU3ALIAN:
— JlormH - ajipec 3JIEKTPOHHOM TMOYTHI, YKa3aHHbIM Mpu peructparuu B [10
«MoitOducy.
— Ilapons — naposb, ykazaHHbid npu pervctpanyu B [10 «MoitOducy.
— CepBep — agpec cepBepa Ballleil OpraHu3alyy. 3anoJIHsIeTCs aBTOMaTUYeCKH.

3. Haxmure xHONKY BoiTH.

Bxog >

Norux:
name.surname@domain.com
Mapoas:
s
Cepeep:
Boiti OTtmeHa

Pucynoxk 261 — OxHo Bxon
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[Ipy TNOBTOPHOM OTKPBITUM TIPWJIOXKEHWS aBTOpU3aIMsi B OOJIake OCYIIeCTBIISeTCs

dBTOMaTH4YeCKU IIpU YCIIOBHHK, YTO [daHHBIe I10JIb30BaTeid JEeUCTBUTEIbHBI U JOOCTyIIeH cepBep

ayTeHTH(UKAIIUH.

2.12.2 OTkpsITh daiin

[Tocne aBTOpM3ani MOXHO OTKpBIBaTh U paboTaTh ¢ daimamu B ¢dopmare XODT,
XPpaHSIIUMUCS B 06J1ake OpraHu3alvy.
YToO6bl OTKPEITH ailyl, pa3MelleHHbI B oOOsake, BblOEpUTe IYHKT KOMAH[HOTO MeEHIO

daiin > OTKpBITH B o0J1ake (cM. PucyHok 262) win HaxkmuTte codetanue kiaBuil Ctrl+Shift+0O /

{Shift+:Cmd+O.

®ain  [Npaeka Beraeka @opmat  MHoTpyMeHTE

Q Co3gate Ctrl+M

CozaaTe no wabnroHy...

[5  Omkpuith... Ctrl=0
OTkpoiTe B obBnake... Ctrl+5hift+0

Pucynok 262 — Komananoe mMeno dPaiin

B oxHe mpoBojiHrKa 00s1auyHOTO XpaHuiuiia (cM. PucyHok 263) cieBa BeibepuTe pasjel, B

KOTOPOM HaxXoauTCsl Tpebyembiit ¢aiii. 3aTeM BblleJlMTe Ha3BaHWe JTaHHOTrO ¢aiiyia B CIIHMCKe U

HaxxmuTe KHOTIKy OK.

dail1 OTKPOeTCs] B HOBOM OKHe.

B MoiiOdmc Teker - O X
@ Mowu gokymeHThl
Mown JoKymMeHTsl
an JocTynHble MHe
= Ama *  Pazmep llata u3aMeHeHUA
= OrmeueHHbIE
© Hepaerue gokymenThl a Hoewlid gokymeHT.xodt 15.64 kB 08.01.2023
i KopawHa
WMimA dalina: | Hoeblid gokymeHT.xodt TekcToBbIA goKyMeHT (*xodt) v
Co3patb nanky Cozgate Gaiin “ OTmeHa

Pucynok 263 — [IpoBogHuK 0671a4HOT0 XpaHWIUIIA
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Ecmu nng paborel BbiOpaH ¢aiii, CO3[aHHBIM IPYTUM II0JIb30BaTesieM, TO B CTPOKe
COCTOSIHMSI OTOOpakaeTcsi Mpe/IoCTaB/IeHHbIM aBTOPOM JOKyMeHTa ypoBeHb foctymna: IIpocmoTtp,

PenakTupoBanue viu Ynpasienue (cM. paznen 2.12.9). Ilpumep npenicraBieH Ha pUucyHke 264.

\od Hogwlii gokyment.xodt - MoiOduc — O X

Mpaeka Bcraska @opmat  WHcTpymente  Bug  OBwwid goctyn  Haactpoiikn  Cnpaska

|Eﬂ M ﬁ v é HO Thames ~ | | 16~ A ,L'\"' TT
E]V D C Q X K Y - ﬁv &£ W

Darn Mpaska WpndT AB3ay Crinm Bcraska il

MoiiO¢uc Texct

«Mo#Odwuc Texct» obecmedmBaeT vaoOHOe H  OLICTPOE CO3OAaHHE JOKVMEHTOB C
HCTIONBIOBAHHEM INAOIOHOB, CTHIEH H CPEACTE GOPMATHPOBAHHMA TekcTa. OVHIIIHE COBMECTHOTO
PeIAKTHPOBAHHA 00 eCIeTHE AT 3 QEeKTHEHVIO COBMECTHVEO PaboTV ¢ OTPVIHHKOE.

CrpaHuua 1 131 @ Ecrs nogkaoueHne | & PepaktupoeaHmne | - ® + 00% v

Pucynok 264 — YpoBenb gocrymna

B pexume mpocMoTpa He JI0ITyCKaeTCsl BHOCUTh M3MeHeHHs B JJOKyMeHT U HM3MeHSTb ero
¢dopmaTtupoBanre. [Ipy HEOOXOOUMOCTHM MOXHO CO3[aThb peJaKTUPyeMyl0 KOIIMIO JIJaHHOT'O
JIOKyMeHTa. /[l 3Toro Ha MaHelIW WHCTPYMEHTOB HaXXMHUTe KHOIKY PeJakTHpoBaTh KOIIHIO B

obsnake (cM. Pucynok 265).

4 Hoewlit gokymenTxedt - MoiiOdguc - O X

@aiin  Mpaeka Bcraeka Qopmat  WHctpymentw  Bug  OGwmid goctyn  Hagetpoiikw  Cnpaeka

= LokyMeHT gocTyneH ToABKO ANA NPOCMOoTRa |Pe,u.aKTmmBaTb KOMWIO B oEmaKe|

~

Q

Pucynok 265 — Knonka PemakTupoBaTh KOmuio

Konusi noxymeHTa co3fmaercss B manke OOJIaYHOrO XpaHWIdIa MOHM JOKYMeHTHI
(cMm. Pucynok 263). ABromaTuvecku eii npucBauBaetcs ums Komus - <ums opuruHana (n)>, rue
(n) — HoMep komwmu. [Tpy CO3MAHMU KONMKM OPUTHHAJ JOKyMEHTa aBTOMAaTHYeCKU 3aKPbIBAeTCS U

OTKPBIBAETCA KOITHMA JOKYMEeHTa.
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B pexume penmakThpoBaHWs W yTpaBiieHUs paboTa C JIOKYMEHTOM OCYIIeCTBJISeTCS B
obbryHOM TIOpsifike. Bce maMeHeHMs, BHOCUMBIe B ¢alijl, aBTOMAaTHYECKHA COXPAHSIOTCS B 00JIAaKO.

HOHOJIHI/ITEJ'[I)HO COXPAHSATD IIPABKH HE HY>XXHO.

B pexxriMax mpocMoTpa, peJakTUPOBaHKs U yIIpaBJIeHUs! JOKYMEeHTOM HeJIOCTyIIHA 3aIlvCh
¥ IpPOoCMOTp HcrpaBieHud (cMm. pasgen 2.11.1). Pexum oroOpakeHus HCIIpaBileHUN

JOCTyTIeH TOJIbKO aBTOPY JIOKyMeHTa.

2.12.3 Co3naTs JI0KaIbHYI0 KOIIHIO ¢aiiia

JlJisi 3aIUTBI OT TOTepy HaHHBIX TpU paboTe B objake MpelyCcMOTpPeHa BO3MOXXHOCTb
CO3jaHMsl JIOKAJIbHOW KOIIMU peflaKTUpyeMoro ¢aria.

Ecnu npu pabore c ¢aiioMm, pacnonoxeHHbIM B 0b6jlake, BO3HUKaeT omMOKa (Harpumep,
IpepbIBaeTcsl COoefUHEHWe C CepBepoM), Ha OKpaH BBIBOJUTCS JAMAJIOTOBOEe OKHO, KOTOpoe
IIpeI0CTaBIIsieT BO3MOXKHOCTb COXPaHHUTh JIOKaIbHY0 KOIUIO (aiiia (mpumep cM. Ha Pucynke 266).

Haxxmure B naHHOM okHe KHONKY C037aTh T0KaJIbHYI0 KOIHIO.

B oTkpeiBIieMcs OkHe QaiyIoBOro MeHe/Kepa YKaKWTe IallKy, B KOTOPYIO CllefyeT

COXPaHUTD $ai, UM U TUM Paiiyia U HAKMUTe KHOTIKY COXpaHHUTh.

Brumarme! *

Bawwn nameHeHuA B Qaiine "Hoeblk
NOKyMeHT.xodt" He Bblin coXpaHeHbl B
obnake.

XOTWTe COXPaHWTb NOKaAbHYH KOMWHD
datina?

L- J

Co3naTe NOKaNEHYH KOMWKD He coxpaHaTe OTMEHWTE

Pucynok 266 — /luanoroBoe okHO

Kpowme Toro, nokanpHyto Konuio ¢aiiia B 1000i MOMEHT BpeMeHH MOXKHO CO3/1aTh BPYyUHYIO.

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIire 1eHCTBUSL:

1. Boibeputre nyHKT koMaHgHoro wmeHio Pain > Co3gaTh JI0KAJBLHYH) KOIHIO
(cM. PucyHnok 267).

2. B orkpeiBIIeMcs OKHe (aiIoBOTO MeHeIpKepa YKaXKUTe I1allky, B KOTOPYIO CileflyeT
COXPaHUTH a1, UM U TUII Paiisa.

3. Haxmure kHonky CoXpaHHTh.
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®alin  [lpaeka Bcraeka Qopmat  VIHCTpymeHTE

a Co3spath Ctrl+M

Co3gate no wabaoHy...

[ Orkpoite... Ctrl= 0
OTkpriTe B oBnake... Ctrl+5hift+0
HegaeHne gokymMeHTH L4
PaboTa B obaake 4

Co3aaTh NOKAABHYHD KOMW ..

Pucynok 267 — Komananoe Meno ®aiin

2.12.4 Co3naTps nanky wiu ¢aiin

[Tanku 1 ¢aiyibl MOXXHO CO3[1aBaTh B OOyiake HampsMyio u3 mnpuiioxenus «MonOduc

Texct».
YToObI CO3/1aTh MANKy WX Gaiil, BHITIOTHUTE CIeIyIoIue TeHCTBUS:
1. Boibepure myHKT KOMaHAHOTO MeHI0 Paiin > OTKPHITH B obsake (cM. PucyHok 267)
win HaxxmuTe coderanre kiasum Ctrl+Shift+0 / TShift+Cmd+O.

2. B npoBoanHuke o6siagyHOrO XxpaHwiuiia (cM. PucyHok 268) Beibepute passeil, B KOTOPOM

TpebyeTcsl CO3/1aTh MAINKy WK Qaill.

[lamku u Qaiyibl MOXXHO CO37aBaTh B pasfieie MoM [OKyMeHTBI U B OOIIMX IalKax,

AOOCTYIIHBIX U1 PeIdaKTUPOBAHHWA.

B MoiOduc Teker
@ Moun goKyMeHThI

Mou JoKyMeHThI
a% JocTynHbie MHe

e ma *  Pazmep lata nameHeHKna
|®  OrmeueHHbie

© Henashye qokymenTl a Hoeeli gokymenT.xodt 15.64 kB 08.01.2023

i KopawHa

WMma dalina: | Hoewlli gokyMmeHT.xodt TekcToBbIf AOKYMeHT (*.xodt) ¥

Cozaate nanky Cozaate daiin “ OTtmeHa

Pucynoxk 268 — IIpoBogHHK 006/1a9HOTO XpaHUWIHIIA
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3. Yrtobbl co3maTh Mmanky, HakMuTe KHOMKY Co3mares mamky. YToObl cosmath aiin,

HakmuTe KHOTIKY Co3maTth aiin.

4. B otkpsiBiieMcs okHe (cM. PucyHok 269) BBemuTe MMs manku Wik ¢aifjla U HAOXMUTE

kHonky OK.

Hoewlii daiin 6 obnake >

KA dalina:

X

Pucynok 269 — OkHo co3nanus ¢aiina

Wms nanku/daityia JOIKHO YIOBIETBOPSTH CJIEAYIONIUM TPeOOBaHUSIM:

— [vHA — 00 254 CUMBOJIOB;

— JIONYCTUMBIE CUMBOJIBL: «~», « », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « »,
€M, M, €=, «{», «I», «[», «]», €GP, «», €, €

— HeJoITyCTUMbIe CMUMBOJIBIL. «.» B Ha4dJ/lIe UMEeHH.

B BBIOpaHHOHM manke OTOOpasUTCS HOBas BJIOXKeHHas mamka/daitn (cM. PucyHox 263).

Hosrbie ¢daiinbl Bcerma co3ngatorcst B popmate XODT.

YTOoOBI BBINTU U3 OKHA NPOBOAHMKA (CM. PrucyHok 268), Haxkmure kHOonKy OK.

2.12.5 3arpy3urs ¢aiin

B ob6maunoe XpaHWIMIE MOXHO 3arpyKdTb TEKCTOBbIe, dayauO, BUIEO U [pyrue THUIIbI

¢dainoB. IIpu 3arpyske MOXKHO BBIOMpATh TOJIBKO OT/iebHble (aiibl, 3arpy3ka Mnanok ¢ damnamu

He JOITyCKaeTCs.

MakcruMalilbHO JONYCTUMBINM pa3mep 3arpy3kd (QanioB KOHGUIYPHUPYeTCsSl Ha cepBepe.
[Ipy BOBHUKHOBEHHHU OMIMOKY, CBSI3aHHOM C IIPeBBIIIEHHbIM pa3MepoM ¢aiiia, 0bpaTuTech

K CUCTEMHOMY aJIMUHHCTPATOpy.
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YtoObl 3arpy3uTb B 00JlaKO OJIMH WM HECKOJIbKO (aiyioB, BBITIOJIHUTE CJeAyIOIIye
JeUCTBUS:

1. Bribepute myHKT koMaHaHOro MeHio daitn > Pabora B ob0sake > 3arpy3ursb ¢aiin

(cMm. Pucynok 270).

®ain  [paeka Beraeka Qopmat  MHotpymedts Bug  OBwmid goctyn

B Cospam Curl+H {0 Thames w

Co3gate no wabnoHy...

( K 4 AB T
5 Ompwts.. Ctrl=0
. T

OTkprTe B obaake.., Ctrl+Shift+0

HenaeHue gokyMeHTH 3

Pabora s obrake ’ BolTi B 0Bnako
= CoxpaHnte Ctrl+5 Ckauat...

CoxpaHiTh Kak... F12 3arpyanTe daiin...

Pucynok 270 — Komananoe mMeno ®aiin

2. B oTkpebiBiIeMcsi okHe ¢alioBOoro MeHekepa BbiOepuTe daliibl, KOTOpble TpebyeTcs
n00aBUTH B 06J1aUHOE XpaHWIHIIIE.

3. HaxmwuTe KHONIKY 3arpy3HThb.

3arpy3ka ¢aiaoB He OjokupyeT paboTy B npuioxeHWd. OKHO, B KOTOPOM OTOOpaXkaeTcs

VHAUKATOp 3arpy3ku (cM. PucyHok 271), MOXXHO CBepHYTb, YTOOBI OHO He MeIIajio JajbHeuIen

pabore.
o4 3arpyzka daiina — >
Jarpyzka MohOduc.docx.. 32.8%
W

Pucynok 271 — 3arpy3ska ¢aiina

Bribpannble ¢aiabl 10 YMOJIYAHUIO 3arpy’kaloTCsi B KOPHEBYIO TIallKy 00JIaqYHOro
xpaHuMia Mou JOKyMeHTBI.
Yro6sbl yBUIETh BCe ¢aiibl, XpaHslyecss B 00/ake, MOXXHO BOCIIOJIb30BaTbCSl PYHKIMeN

ckauuBanus. [logpobuee cm. B pasnene 2.12.6.
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2.12.6 CxauaTh nmanky win ¢aii

[Tarku u darabpl MOXKHO CKaYMBaTh M3 00JIaka Ha KOMITBIOTEP.

YT1oO6BI CKAaYaTh MAIKY WX ¢aiisl, BLIIOIHUATE CIelyIoIire 1eHCTBUS:

1. Boibepure mnyHkT koMaHjnHOro MeHio Paiin > Pabora B obsake > CkauaTh
(cm. Pucynok 270).

2. B oxue mpoBomHuka (cM. PucyHok 272) cneBa BbibepuTe pasfesl, B KOTOPOM

pacnonokeHa Tpebyemast mamka wid ¢aiil. CrmpaBa 0OTOOpa3WTCS COAEpPKUMOe

BbIOpaHHOI'O pa3zera.

B MoiiQdmc Teker = O X

@ Mon goKymeHTLI
Mou AoKyMEHTEI

.
an [loctynHeie mMHe

ma *  Pazmep [lata usMeHeHKA
|. OTmMeueHHbIe

o HeaaBHue A0KyMeHThl HoeaA npezeHTauma.xodp 17.65 kB 05.01.2023
i KopauHa ﬂ Hoean Tabavuaxods 6.01 kB 10.01.2023
a Hoewlii gokymenT.xodt 15.64 kB 08.01.2023
WA daiina: | Hoewlii gokymeHT.xodt Bce daline v
Myte: | CA\Users\User\Downloads *

OTKphITh nocne 3agepLlieHna “ OTmena

Pucynoxk 272 — IlpoBogHMK 06/1a4HOTO XpaHUIIUIIA

3. Ecom copepxumoe pasnena Tpebyercss ¢GuIbTpOBaTh IO TUILY, pPa3BepHUTe
BBIQJAOIMN cIUCOK Bce ¢ainbl U BblOepuTe THIl GaMIoOB, KOTOPBIM ClefyeT
oTobpaxaThb B pasfiene.

4. BeigenuTe nanky win ¢aiil, KOTOPbIA TpeOyeTcs CKavaTh U3 obJIaka.

5. B none IlyTh ykaxuTe manky 1yisi COXpaHeHUs! BBIOPAaHHOM IaIlky UK ¢aiina.

6. Eciu BbiOpaHHBINM daiil TpeOyeTcsi OTKPBITh MOCJe CKAaYMBaHHUs, MOCTaBbTe (IIaXkoK
OTKpBITH NOCIIe 3aBepIIeHus .

7. Haxwmure kaonky OK.

Ecmm B noste IlyThb yka3aH HeKOPpPeKTHbBIN My Th K manke, kHonka OK HemocTymHa.
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Ecm pns ckaunBaHus BbIOpaHa TMamka, TO OHa 3arpykaercs B Buje ZIP-apxusa.

PacnakyiiTe apxvB C IOMOIIbIO YCTAHOBJIEHHOM Ha KOMITbIOTepe IporpaMMbl-apXHUBaTOpa.

2.12.7 Ynanuts ¢aiin

Ypamure dann u3 00JIa4HOr0 XpaHWUIIMINA MOXKeT TOJIBKO aBTOP WM Bilafiesiel] JaHHOIO
¢atina.

ABTOp — 3TO I0OJIb30BaTeNIb, KOTOPBIM CO37all AAaHHBIN ¢ailsl. Biagenen ¢aiina — 310 aBTOp
IIaIIKY, B KOTOPOW HAXOAUTCS CO3TaHHbIN daiil.

Eciu aBTop co3pman ¢ain B CBOeH Ialke, TO OH SBIJISEeTCS OJHOBPEMEHHO BilafiellblieM
¢arina. Eciu aBTop co3pan ¢ain B nanke, KOTOPYIO CO3[1ajl APyroM MOJIb30BaTeslb, TO OH SIBJISIETCS
TOJIbKO aBTOPOM M He SBJIsieTCs BiajeiblleM ¢aiia. B nocnegHeM ciydae BiazesnblieM daiia
SIBJISIETCS. @BTOP I1AIIKH, B KOTOPOM HAXOQUTCSl CO3[aHHBIN (aiiil.

YToOB!I yIanuTth Qais, XpaHAIUNCS B 00s1aKe, BBIIIOJIHUTE CIIeyIOIe IeHCTBUS:

1. Buibepure nyHKT koMaHgHoro MmeHio Pain > OTKpeITH B obOsake win Paiin >

Pabora B oosrake > Ckavars (cM. Pucynok 270).
2. B npoBojHuKe 001aUHOTO XpPaHWIMINA IIeJIKHUTe 10 (aiily IpaBoy KHOIKOM MBIIIU U

BBINIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JainuTh (cM. Pucynok 273).

B ModQduc Texcr

@ Mowu goKyMeHThI
Mouw goKyMeHTEl

an [ocTyrnHble MHe
A

|. OTMedyeHHLe oy
LEL T ™

3

'o' HE',L'I,EIEIHME' AOKYMEHTEI Hogeiii 'D'GHFMEHT'HGdT

i KopawnHa

Pucynok 273 — Komanaa Y manursb

[Tocne ynanenus ¢aiin nepemerriaercs B paszes1 Kopsuna.

Ecnu ¢aiin HaxoguTcs B anke, CO3JaHHON APYTYUM I10/Ib30BaTesleM, TO OH IlepeMelaeTcs
B paszfes Kop3una Bnazenblia JaHHOM Hanky. Y aBTopa B paszesiie Kop3una maHHbIN

¢arin He oToOpaXkaeTcs.
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[Ipu HEeobxomumocTu aitsi MOXXKHO BoccTaHOBUTHL M3 Kop3unsel (cM. pasnen 2.12.8) wmu

yaanuTh 6€3BO3BPaTHO.
Y1o6bl 6e3BO3BpaTHO yIanuTh dai M3 00JIaYHOTO XPAHUJIUIIA, BBINOJIHUTE ClIelyIolre
JIeHCTBUSA:
1. B npoBojHrke 06/1a9HOTO XpaHWIHIIA BeibepuTe pa3zaei Kopsuna (cM. Pucynok 274).
2. B cmrcke ¢ainoB pasfena mejakHUTe 1Mo GaiiTy MpaBOK KHOIKOM MBIIIHM U BBITTOJTHUTE

KOMaHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

i MonOdmc Tewker

& Mon gokymMeHThl

Kop2uHa
[ ]
an [ocrynHble MHe
ma Yaanute DezeozepatHo
® OrmeuenHbie Ra
a (> BoccranoeWTe
© HenaeHWe 4OKyMEHTEI HoBii pokyMeHT.xodt

[

i Kopzwnna

Pucynok 274 — YV nanenue ¢aitna u3 Kopaussr

2.12.8 BoccTaHoBUTH nanky win ¢aii

YT0oO6BI BOCCTAHOBUTD NAaNkKy Wix ¢paiist u3 Kop3uHbl, BBIIIOJIHUTE CIIeyIOLIe 1eHCTBUS:
1. Tlepeiinute B pa3nen Kop3una (cM. PucyHok 274).
2. IllenkHuTe NMpaBOM KHONKOM MBIIIM 110 TpeOyemol manke Wik ¢aiyly ¥ BBIIOJIHWATE

KOMaHy KOHTEeKCTHOI'O MeHIO BoccranoBUTE.

Eciu B Kop3une cofiep)XyTcs narka, TO MOXXHO BOCCTAaHOBHUTh KaK BCIO IAIKy C daiIaMy,
Tak W OTHejbHble aiiibl, KOTOpble cofiepXKaTcsli B JaHHOW manke. B oboux ciydasx

BOCCTAHOBJIEHHE BBIIIOJJIHAETCS B MCXOJJHOe MeCTOIIOJIOXKeHHe ITallIKH.
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2.12.9 HacTpouTs o01uii mocryn K ¢airy

[Tonb3oBaTenb MOXeT MPeAOCTaBUTh APYTUM mojb3oBareiisM gocTyn k XODT-daiinam,
KOTOpble OH co3flal B OOjauHOM XxpaHwidile. JlOCTynm MpefocTaBiseTcs IJis COBMECTHOTO
MIPOCMOTPA, PeJaKTUPOBAHUS /WM YIPaBJIeH!Us IIpaBaMH JOCTYMa K daiiyiam.

YToObI HACTPOMTH OOIIMKA JOCTYIl K KakoMy-Iubo ¢ailily, OTKpOWTe ero B obJake
(cm. pazmen 2.12.2).

3areM BbIOEpUTe MYHKT KOMaHAHOrOo MeH OO6mmuii mocrtyn > Hacrpouth npocTyn

(cMm. Pucynok 275).

OBwwmid goctyn  Hagetpoiiku

HactpowTe goctyn

OTnpaenTe N NoJTe...

Pucynok 275 — KomangHoe mexio O61uii JoCcTymn

B otkpoiBiiemcst okHe (cM. PucyHok 276) ykaxkuTe mosb3oBaTesied, KOTOPbIM TpebyeTcs
IIPeJJOCTaBUThb JOCTYII K Paiily, OHUM U3 CJIeAYIOLIUX CIIOCOOO0B:

— BPYYHYIO BBeIUTe UMs WIH afipec 3JIeKTPOHHOM IOYTHI JIJIs1 KaXK/10T0 II0JIb30BaTeIs;

— HaXMHUTe KHOIIKY E (BpIOpaTh KOHTAKTHI) U B aIpeCHON KHUTe OTMeTbTe Gria’KKaMU

KOHTaKThI TpebyeMbIX 110JIb30BaTesIel.

OBwmi goctyn k 'MoiOduc Tekcrxodt’ >
‘ anem:al * l E Mpocvmotp -
Anexkcanap CMUpHOB alexandr.smirnov@mrt.myoffice.ru NobBaBnUTh

Pucynok 276 — [louck nonbp3oBaTens

VkaxxuTe ypoBeHb [IOCTyIa JJisi BbIOpAaHHBIX IIOJIb30BaTeslel CIIpaBa OT aipeCHOW KHWUTH
(cm. Pucynok 277):
— IIpocmoTp — [aHHOe 1TIpaBO TPEeIOCTaBIsieT  II0JIb30BATENISIM  BO3MOXKHOCTh
[IPOCMaTpUBaTh JOKyMeHT ¥ KOMMeHTapuH K HeMy, a TakKe CKaYMBaTh IOKyMeHT.
— PepakTHpoBaHMe — JaHHOe IIpaBO BkJItoYaeT 1paBo Ha IIpocMoTp okyMeHTa, a Takxe

IIpeaoCTaBJIdeT IM0JIb30BaTe/IAM BO3MOXHOCTE peJdKTUPOBATb JOKYMEHT.
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— YmnpaBiieHHe — JaHHOe IpaBO BK/Ito4YaeT npaBa Ha IIpocmorp u PemakTmpoBaHue
IOKYMeHTa, a TakKe IIPeJJOCTaBJIsieT II0JIb30BaTeNsIM  BO3MOXKHOCTb  YIIPaBJISITh
HACTpPOMKAaMH JIOCTYTa K JIOKYMEHTY: BblJlJaBaTh IpaBa Ha paboTy C JOKyMEHTOM HOBBIM
M0JIb30BATEJISIM Y U3MEHSITh IIpaBa CYIeCTBYIOIINX MOJIb30BaTeseH.

— OTka3aHo B I0CTyIIe — OJIOKUPOBATH [10JIb30BATEJISIM JIOCTYII K JOKYMEHTY.

OBwwmia goctyn K 'ModQduc Tekcrxodt’ X
AnekcaHap CMUPHOE BeeguTe MMA MAK email * E | lMpocuotp v l
+ TpocmoTtp
B YeenomuTh NUCEMOM (TOABKO OTAEEHBIM NONLIOBATENAM, 3 HE TpYMNan)
PepaktupoBaHue
Enexa CMupHOBa ) ¥npasneHue

elena.smirnova@mrt.myoffice.ru
: OTkasaHo B gocTyne

Pucynok 277 — Boibop ypoBHs jocTyna

Ecnu Bcem nonb3oBaTesisiM TpeOyeTcst OTIIPaBUTh YBeJJOMJIeHHe 110 3JIeKTPOHHOM 1odTe 06
VM3MeHEeHWH IIpaB Ha J0CTYI K (aiiily, ocTaBbTe UIaKOK Y BeIOMUTH IIHCHMOM.

@iaroBasi KHOMKa Y BeJOMHTH MHUCBMOM HeJIOCTYITHA B CJIEYIONIUX CITydasiX:

— a/ipec 3JIeKTPOHHOM ITOYThI YYaCTHHUKA SIBJISIETCS HeIeCTBUTEJIbHBIM;

— IIpaBa Ha JOCTYII K Qaily U3MeHeHBbl;

— JIOCTYII K ¢aily 3arpeleH;

— IIpaBa IIpefioCTaBJIeHbl IPyIIIle JII0eH, a He OT/AeJIbHbIM YYaCTHUKaM.

Haxxmure kHomky Jlo6aButh (cM. PrcyHok 278).

OBwwA goctyn & 'MoAOdme Tekcrxodt’ x

AnekcaHap CMUPHOE |3E'e,-m—e WA wam email x \ E PepakTvpoeaHue v

YEEgOMNTE NMUCEMONM (TONBKO OTAENLHBIM NONLI0BATENANM, 8 HE TPYNNanm) fAobBasnTe

Pucynok 278 — Kuomnka Jlo6aBuTh
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BoiOpaHHbBIE KOHTAKTHI J00aBITCS K CIIMCKY IIOJIb30BaTeNlel, KOTOpble HWMEIOT JIOCTYII
K ¢ainy (cm. Pucynok 279).

Haxwmwure knonky I'oToBo.

OBWWA goctyn K 'ModOdgmc Tekcrxodt’ et

&

AnekcanHap CMWPHOB

alexandr.smirnov@mrt.myoffice.ru

PE,II,EKTHF}DEI-BHME h

Enena CMUpHOBa

elena. smirnova@mrt.myoffice.ru

lotoBo OTMmeHa

Pucynok 279 — Cnivcok nosib3oBaresei

Ecnu Tpebyercs m3MeHWTh IpaBa MoJib30BaTeslei Ha JIOCTYI K ¢aily, IOBTOPHO OTKpOWTe
OKHO 0011ero nocrymna. Bribepute Tpebyemblii YypoBeHb JOCTYIIA JIJIsi OT/IEJbHBIX YYaCTHUKOB C
MIOMOIIIBIO BHIIAAAIOIIUX CIIMCKOB HAIIPOTHUB UX MMeH (cM. PrucyHok 279).

Ecmm kakoro-nnbo mosib3oBaTesist TpeOyeTcsl JIMIIUTh AO0CTyla K ¢aily, yaajauTe ero U3

cnmcka. 1751 3Toro HaKMuTe HallpOTUB ero MMeHU KHOIKY * (YIaJIuTh IpaBo A0CTYyIa).

2.12.10 OTka3saThbcs OT gocTyna k ¢aiiry

[Tonp3oBareny 06J1aYHOTO XPAaHMWIIMIIA MOTYT NPEIOCTaB/ISITh JOCTYII K CO3JJaHHBIM daiiyiam
IPyTUM To/b30BaTesisM (cM. paszen 2.12.9).

ITocne npenocraBnenys focTyna ¢ailyl aBTOMaTHYeCKH OTOOpakaeTcs y I0JIb30BaTellel B
pasgiene obsayHoro xpanHwimina Jocrynasie MHe. Eciu nonb3oBarenb 0TKa3bIBaeTCs OT JIOCTYTIA,
TO aiin ynansieTcsi U3 CIMCcKa JIOCTYIHbBIX $aiiioB.

YToOBI 0TKA3aTHCS OT AOCTYIIA K KAKOMY-JIH00 (aiiiTy, BHIIOJIHUTE CllelyIoliye 1eHCTBUS:

1. Bribepurte nyHKT koMaHAHOTO MeHIO Paitn > OTKPHITH B obsiake (cM. Pucynok 280).
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Maiin  [paeka Beraeka @opmat  MHoTpymeHTs

Q Co3gate Ctrl+M

CozaaTe no wabnroHy...

[5  Omkpuith... Ctrl=0
OTkpoiTe B obBnake... Ctrl+5hift+0

Pucynok 280 — Komananoe menio Paiin

2. B nmnpoBomHuke o06ja4HOrO XpaHWIMINA BblOepuTe paszzgen JlocTynmHble MHe

(cMm. Pucynok 281).

m7 MoidOduwe Terct

& Mow goKyMeHTh
JdocTynHele mHe

2% JocTynHbie MHe
kA

|- OTMeyeHHbIE
OTkasatecA OT gocTyna

© HeaasHve gokymenTel a Hoseiid gokymMeHT xodt %
Pucynok 281 — Otka3 ot noctyna

3. Ortkaxurech OT AOCTyMa K pailily OAHUM U3 CJIeIyIOLIUX CII0OCOOO0B:
— Broigenute TpeGyemblii daiti MpaBOM KHOMKOM MBIIIM ¥ BBHIIIOJHUTE KOMAaHIY
KOHTEKCTHOTo MeHI0 OTKa3aThCA OT AOCTYIA.
— BrigenuTe daiii 1eBoit KHOIIKOM MBIIITH U HakMuTe kiaBuilly Delete Ha kiiaBuatype.

4. B okne OTka3sarbcs ot gocrymna Haxmute kKHOKy OK (cm. Pucynok 282).

OTkaszaTecs oT AoCTyna *

Yaanutb Hoebiit gokymeHT.xodt u3
CNWCKa WM OTKa3aTbCA OT gocTyna?
JocTyn MoxeT ObiTb BO3BpaLLEH
TONbKO BAaAENbLEM.

Pucynok 282 — Oxno OTka3aThcs 0T JOCTyIIa
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2.12.11 BrritTu 13 obs1axka

[Tepen BBIXO/IOM M3 OGJIAYHOTO XPAHWIHINA PEKOMEHTyeTCs 3aKPBITh BCe (aiiIbl, OTKPBIThIE
B obOake.

YToOb!I BBIATU U3 00J1aKa, BHIIOJTHUTE CIeyIOIIre JeCTBUS:

1. Bribepure nyHKT KoMaHnHOTrO MeHio daiin > Pabora B obsiake > BoiiTun B 00/1aK0

(cMm. Pucynok 283).

©aiin  [lpaska Beraska @opmat  WMHorpymedts Bug  OBwwi goctyn

I_j s S5l (O Thames v
Cozpath no wabsoHy...
( K Y4 AB T
> Omxpurte.. Ctrl+0
WdT
OTkpeiTe B 0BAAKE.., Ctrl+Shift+O
HeaaeHune gokymeHTs 1
S b Boith B 0Bnako
= Coxpanuts Crl+5 Ckaqath..
CoxpaHuTs Kak... F12 3arpyauTe daiin...

Pucynok 283 — KomanaHoe menio Paiin

2. B oxne Bxop (cMm. Pucynok 281) HaxxmuTe KHOIIKY BoIiiTHh.

Bxog b4
TNorun:
lexandr.smirnov@mrt.myofficeru X
Mapone:
ssssssee o)
Cepeep:
p 4

Pucynok 284 — Oxno Bxon
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2.13 CpeacrBa aBTOMaTH3aIUA

2.13.1 MakpoxomaHabI

MakpokoMaH/Ibl TMpeACTaBISIOT COO0M MpOorpaMMbl HEDOJIBIIOTO pa3Mepa, C IMOMOIIbIO
KOTOPBIX B TEKCTOBOM JOKYMEHTe aBTOMATHM3UPYyeTCsl BHIIOJHEHHe MPOJI0JDKUTENIbHBIX WIIM YacTo
MTOBTOPSIONTUXCS orneparnuid. [ljas pa3paboTku mMakpokoMmaHa B mpwiokeHuH «MonOduc Texcr»
WCII0/Ib3yeTCs S13bIK MPOrpaMMUpoBaHus Lua.

Kak nmpaBuio, MakpoKOMaH/ bl UCTIOJIb3YIOTCS /JIsl pellleHUs! CJIeTyIOIUX 33/ayd:

— pobaBjieHHe TeKCTa;

— TIOUCK U 3aMeHa I10 TeKCTY;

— yHdadJieHHWe TeKCTada.

CoxpaHeHre MaKpOKOMaH]| IOJJepXXUBAETCS TOJBKO B IIpefieslax TeKyLlero JOKyMeHTa.
Ecnu aHanornyHble MakpoKOMaHZbl TpeOyeTcs UCIOIb30BaTh B OPYIOM INOKYMEHTe, CO3/lalTe UX
HeIIOCpe/ICTBeHHO B JIDYTOM JIOKyMeHTe.

[TonpobHoe onMcaHre paboThl C MAaKPOKOMaHJjaMU IIpMBeleHO B JIoKyMeHTe «CIpaBOYHUK

MdKPOKOMAH/I Hd 43bIKe ITPOIr'PAMMUPOBAHUA Luay.

2.13.1.1 Co3gaTh MaKpOKOMaHAY

YT06b!I CO3/1aTh MAaKPOKOMAH]TY, BBITIOJIHUTE CJIeIyIOlIue IeHCTBUS:
1. Boibepute myHKT KOMaHOHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaH[

(cm. Pucynok 285).

MHcTpymeHTer Bwg  OBwwid goctyn  Haac

Pexum oTobpameHna uCnpagneHud  #
Mpaecnucadwe r

HacTpaweaemuii choeape
MameHuTe AsBIK...

PegakTop MakpokomaHg

CpaeHuTL €... (BeTa)

Pucynoxk 285 — Komananoe meHnio UHCTpyMeHTBI

2. B okxze PepakTop MakpokoMaHJ Ha)XMUTe KHOIKY + (cM. PucyHnok 286).
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=4 Pepakrop makpokomang

+

.' BoinonHute o Crnagn

3. Beemure wumsa

(cM.  Pucynok

WK IMIeJIKHUTe MBIIIBIO I10 JII060H 06s1acTH PenakKTOpd MdKPOKOMAH.

TI:D

Pucynok 286 — JlobaBieHrie MakpoOKOMaH bl

MdKPOKOMdH/[Ibl HJIM OCTaBbTe€ HMs, YKd3dHHOE II0 YMOJJIYdHHUIO

287). UYroOBI COXpaHUTH WMS, HAXMUTE

wiapuiy  Enter

4 PegakTop makpokomang

Bes MmeHK

1 BeepuTe HOBLIA CKPWUNT 30eck

=+

P Bunoanute ™ Otragus

|

Pucynoxk 287 — BBog uMeHM MaKpOKOMaH/IbI




279
502220-29144487-2016-01 34

4. BaemuTe TeKCT MakpokoMaH bl (cM. PucyHok 288).

a Pegaktop makpokomang

range = document:getRange();
Makpokonmanaa 1 startPos = range:getBegin();
textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:sefTextProperties(textProp);
startPos:insertText("MoiOdnc");
10

+ —_

' BeinoaHuTL ,? Otnagute [ =, n =

Pucynok 288 — BBoj TekcTa MakpoKOMaH 1bI

Hogas MdKPOKOMdH/ld COXPdHAETCS aBTOMAdTUYECKH.

[Ipu pobaBneHnd B JOKYMEHT MAaKpOKOMAaHIbI Ha OOKOBOM IIaHENW TIOSIBIISETCS

KHOIIKa @ (Makpoxkomanasbl) (cM. Pucynok 289).

1

— AaB6Bell ... @v @ G’/) E]

3aronosok 3

i
||
—F

1
il
I

L4

—

CTinmn Bcraska

[}
=
w
o
~i
: |
B
>

Mowck

@

MakpokomaHaa 1
MakpokomaHaa 2

MakpokomaHaa 3

Pucynok 289 — Ilanens paboThl ¢ MaKpOKOMaHaMH1
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Ilpy HaxaTMy Ha AAHHYIO KHOIIKY OTKpbIBaeTCs IaHejlb paboThbl C MaKpOKOMaHJaMH, C
IIOMOIIIBI0 KOTOPOM MOXKHO BBITIOJIHUTD CIIe/lyIoIlye 1eHCTBUSL:
— HaWTU MakpokomaHAy (cM. pazzen 2.13.1.2);
—  BBIINOJIHUTH MakpoKoMaHy (cM. paszen 2.13.1.3);

—  OTKPBITh peJJaKTOp MaKpokoMaH/ (cM. pasen 2.13.1.4).

YToObl 3aKpbITh MaHeJb paboTbl C MAaKpPOKOMaHAAMM, HaXXMHTe Ha KHOIKY -3,
PacIionoXeHHYI0 HaJl CTPOKOW ITOMCKA, WM IOBTOPHO HAXMUTE Ha KHOIKY @ (MakpoxkomaHabI)

Ha OOKOBOMU MIaHeJsIH.

Knormka @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOW MaHeJM A0 TexX IOp, IOKa

JIOKYMeHT COJIepP>KUT XOTs1 ObI OJJHY MaKpOKOMaHly.

2.13.1.2 HaiiTn MaKpOKOMaHJY

Ecin nokyMeHT cofiepXUT 6o0ibllioe KOJIM4eCTBO MaKPOKOMaH], [UIsi OBICTpOro IOMCKa
TpeOyeMOl MaKpPOKOMAH/IbI BBITIOJIHUTE CJIeIyIolre JeHCTBUS:

1. Ha GokoBoii MaHesiv HAKMUTE KHOIIKY @ (Makpoxkomanzsbr) (cM. Pucynoxk 290).

2. Ha nmanenu paboThl C MAaKPOKOMAaHJIaMU YKa)XKUTe B CTPOKe MOMCKA YaCTh Ha3BaHUs WIU

Ha3BaHHe TpebyeMOl MaKpPOKOMAaH/IbI I1eJIUKOM.

B crucke MdKPOKOMaH[{ 0TO6p83HTC$I MdKPOKOMaH/Ibl, Ha3BaHUA KOTOPBIX YIOBJIETBOPAIOT

YKd3dHHBIM Pe3yJjibTdTdM IIOHCKaA.

= = = = | 1@~ _
AaBoBEIT ... [+ 7 = -
€= 4= ]E[ w q1 Jaronoeok 3 Ll -
CTrAn Brraska ~
3 4 L 16 17 v 18 M

- Q

‘2| x_‘

Makpokomanga 2

Pucynoxk 290 — ITorick MaKpOKOMaH/IbI
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2.13.1.3 BeInoyiTHUTH MAaKPOKOMaHIY

MakpokoMaHly MO>KHO BBIIIOJIHUTB C IIOMOIIBIO peJJakTOpa MaKPOKOMAaH/I WIX C ITIOMOIIIbIO
naHesiy paboThl C MAKPOKOMAH/IaMH.

YTOoOBI BBINOIHUTL MaKPOKOMaHAy C IOMOIIbIO0 PelIakTOpa MAaKPOKOMaH/I, BBIIIOJIHUTE
CJIefyrolye qefCTBUL:

1. Boeibeputre myHKT KOMaHgHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaH]

(cMm. Pucynok 291).

MHcTpymenTel Bug  OBwwil goctyn Haac
Pexwunm oTobpameHna ncnpaeneHuin - #

Mpaecnucanwe r

HacTpaveaemeld chosapb
MzmeHnTE AZHIK. .
PegakTop MakpokomaHg

CpaBHWTE c... (BeTa)

Pucynok 291 — Komangnoe mento MHCTpyMeHTBI

2. B oxHe PemakTop MakpokoMaHj BblOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIHCKa
(cMm. Pucynok 292).

3. Haxwmure kHOIKY b BHIIOIHHTE.

=4 Peaakrop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqgin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MolOduc!");

+ —_—

P Buinoanume & Otnaguts [0

Pucynok 292 — Knonka BeimotHuTh
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HNudopmariisi 0 BBINOJIHEHUHM MaKPOKOMAaH/IbI

otobpasuTcs B obOmactu Pe3dyabTaT
(cm. Pucynok 293).

o4 PeaakTop makpokomang

1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqin();

MakpokomaHaa 2 textProp = range:getTextProperties();

textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoirOduc!");

+ —_—

P Boinoanus )? Ornagute [

Pesynbtat: MakpokomaHaa 1 Quuctuts &
MBKPDKOMBH,CI,B YCnewHY BeiNonHEHa

PucyHnok 293 — Pe3ynbTaT BBIIOJITHEHMS MAKPOKOMAaH/IbI

YTOOBI BBIMOJHUTL MAaKPOKOMAaH/y C IIOMOIIbIO IaHed paboThbl C MaKpOKOMaH]aMH,
BBIIIOJIHUTE CJIeIYIOIIUe JeHCTBUS:

1. Ha GokoBoii MaHesiu HAKMUTE KHOIIKY @ (Makpoxomanasi) (cM. PucyHok 294).

= ===/~ i
AaBoBell ... [H. =
= 4= ]E[ w q1 Jaronoeok 3 L -’
CTHan Bcraska "
3 4 5 ] '_T B M

@,

Makpoxkomanaa 1 B 2

MakporkomMmaHga 2

Pucynok 294 — Ilanens paboThl ¢ MaKpOKOMaHJaMU
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJYIOITUX CII0COOO0B:
— Ha manenu paboThl C MakpOKOMaH/IaMH HaBeuTe KypCOp MBIIIM Ha Ha3BaHHeE

MaKpPOKOMAaH/IbI U HAXXMHUTe KHOTIKY [> (Bemmosmnuts) (cM. PucyHok 294).

— BbI,IIeJII/ITe CTPOKY MdKPOKOMdHBI JBOMHBIM II€JTYKOM MBIIIIH.

2.13.1.4 PenakTpOoBaTh MaKpOKOMaHIy

Yro6bI pegakTUpPOBaTh MaKPOKOMaH/Y, BBIIIOJIHUTe Clleyollye NeHCTBUS:
1. OrtkpoiiTe pegakTop MaKpOKOMaH/, OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:
— Bribepute nyHKT koMaHIHOrOo MeHI0O MIHCTpyMeHTHI > PemakTop MakpokoMaHA

(cm. Pucynok 295).

MHctpymenter Bug  OBwwii goctyn Hage
Pemnm oTobpameHna McnpaeneHnd  »
Mpaeonucanne r

HacTpaveasmplil choBape
MzmeHnTE A3bIK...

Pegaktop MakpokomMaHs
Pucynok 295 — Komananoe mMeHio MHCTpyMeHTBI

— Ha 6okoBo¥i naHen HaXXMUTe KHOIIKY @ (Makpokomangsbl) (cMm. Prucynok 296).
Ha manenu paboThl ¢ MaKpoKOMaHJaMU HaBeIuTe KypCOp MBIIIM Ha Ha3BaHHe
MaKpPOKOMaH/Ibl, KOTOPYIO TpebyeTcs pelaKTUPOBATh, u HaOKMUTE
KHOIKY & (PemaKTHpOBaTh).

&R

I ~

— AaB6BeI1 = ... @v (;? E

C|'|' 3aronoeok 3

CTuamn BcTaska

e
4
1]
Imf
£

Makpokomadaa 1 > &

MakpokomaHaa 2

Pucynok 296 — [lanenb paboTel ¢ MaKpOKOMaHAaMU
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2. B oxHe PemakTOop MakKpoKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAYy W3 CIIMCKa

(cm. Pucynok 292).

3. Buecure HeoOXoouMbIe U3MEHEHUS B ee TeKCT.

H3meHeHUs B TeKCTe MdKPOKOMdaH/bI COXPAHAKOTCA dBTOMATUYECKH.

2.13.1.5 OTnaguTh MaKpOKOMaH/Y

Hepe)l 3dllYCKOM OTJIaA9YMKd MdKPOKOMdH]ZI YCTdHOBHUTE B TEKCT€ MdKPOKOMdHIbI TOYKHU

OCTAHOBA OTJ/IaJYHMKA. HJISI 3TOIO.

1.

OTkpo¥iTe peJakTOp MaKPOKOMAH] OJJTHUM U3 CJIEAYIOIIHUX CIIOCODOOB:

Bribepute myHKT koMaHAHOrO MeHI0 MHCTpymeHTHI > PemakTop MakpokoMaH[
(cMm. Pucynok 295).

Ha 6okoBo# MaHenn HaKMUTEe KHOIKY @ (Makpokomangsbl) (cMm. PrucyHok 296).
Ha manenu paboThl ¢ MaKpOKOMaHJaMU HaBeIUTe KypCOp MBIIIM Ha Ha3BaHHe
MaKpOKOMaH/Ibl, KOTOPYIO TpedyeTcs peAaKTUPOBATh, u HaOKMUTE

KHOTIKY ¢ (PemakTHpOBaTh).

B oxwne PEHEIKTOP MAKpPpOKOMaH/ BbI6epI/ITe Tpe6yeMy10 MdKPOKOMdHy M3 CIIMCKa

(cm. Pucynok 297).

VYcraHoBUTE TEPBYI0 TOYKY OCTAHOBA OTJagyuKa. [lJjis 3TOro IeJKHUTE MBIIIbIO

CrlipaBa OT HOMepa CTPOKHM, B KOTOPOM HeOOXOJMMO CO3/1aTh TOYKY OCTaHOBA.

Touka ocranoBa 6yzer o603HaveHa sHaukom @.

Ycra"oBure Apyrve TO4YKU OCTdHOBA dHAJIOTUYHBIM O6p330M.

Ecmm Tpe6yeTc;1 YAAJIIUTb KaKy'I-O-J'II/I6O TOYKY OCTdHOBA4, HIJIKHUTeE I10 HeM MBIIIbIO.

4 Pegaktop makpokomang x
1 range = document:getRange();
Makpokomaraa 1 startPos = range:getBegin();
Makpokomanga 2 textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

textProp.italic = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

Pucynoxk 297 — Touka ocraHoBa
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,HJ'IH OTJIaJKHM MadKPOKOMaH/IbI BBLIIIOJTHHUTE CilIeYyIolire JEeUCTBUS:

1.

Haxvure kHONKy £* OTiaamurh (cM. Pucymok 298). 3amycruTcs Iporecc OT/IajKu
MakpoKoMaH[bl. EciM B Tekcre MaKpOKOMaHIbl COJlep)Karcs TOYKA OCTAHOBA,
TO IIPOIeCcC OTJIaJKHA OCTAaHOBUTCS Ha CTPOKe, KOTOpasl COJEepXXUT IIepBYI0 TOUKY.
Ecnu TodkM ocTaHOBa OTCYTCTBYIOT, TO IPOLIECC OTJIAAKHM OCTAaHOBUTCS Ha IIepBOM

CTPOKe MdKpPOKOMAdH/IbI.

4 Pegaktop makpokomang >

Makpokomanga 1

MakpokomaHaa 2 @ textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

' BrinoaHuTE ﬁ~ OTtnagnTe

2.

1 range = document:getRange();
startPos = range:getBegin();

textProp.italic = true;
range:setTextProperties(textProp);

startPos:insertText("MonCdic!");
+ —

Pucynok 298 — Knonka OTiiagurh

J1y1s1 ynipaBiieHus IaraMu OTJIa[IKU UCIIONIb3YWTe Cllefyomye KHONKY (cM. PrucyHnok 299):

=, (Illar ¢ 3ax00M) — BBINOJHWTL OJIMH MIAr OT/IAJKM WIM 3aX0] B TeJlo (GyHKIUH,
ecJIM TaKOBasl eCTh B TeKYyIIel MO3UIIUY OTJIa/IKH;

73 (IIIar ¢ 06x00M) — BLIIOJHUTD OJMH AT OTJIAAKU 6€3 3aX0/1a B TeJI0 GyHKIIUH;

;= (Illar ¢ BBIXOMOM) — TIPOJIOJDKMTHL BBHINOJIHEHHEe MaKPOKOMAH/BI JI0 MOMeHTa

BBIXO/Ia U3 PYHKINU, B KOTOPOU OTJIAAUMK HAXOJUTCS B TEKYIIeH MO3UIIHH.

B miporiecce oTajiky B OKHe peJJakTopa MakKpOKOMaH I 0TOGpakaroTCst CiiefiyroIye 061acTu:

BrimosiHeHnue — OKHO /1715 BBIBOJIa COODIIEHUM BO BpeMsi OTJIaJIKY;

CTeK BBI30OBOB — OKHO CTeKa BbI30BOB;

IlepemenHble — OKHO BBIBOJIa 3HAYEHUW JIOKAJIbHBIX U TJI00AJbHBIX MEpeMeHHbIX,
JOCTYIIHBIX Ha TeKyIleM Illare BBLITIOJIHEeHUs MaKpokoMaHibl. Ecimu otobpaskaemas
repeMeHHas MpeJICTaBysieT U3 cebst TabauIly WM MacCHUB, TO TIPU HAXKaTHUU KHOMKU I,

paCHOJIO)KEHHOI;'I CJieBa OT UMeHH HEPEMEHHOﬁ, HOCTYyIIeH IIPpOCMOTp ee COAep>KNUMOro B

Pa3BEpHYTOM BHUJIE.
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\d Pegaktop makpokomang *

range = document:getRange();

Makpokamanaa 1 startPos = range:getBegin();

Makpokomanga 2 @ textProp = range:getTextProperties();
5 7 textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ -
' BrinoaHWTE & OTnagute . *: Q :*

BoinonHerue... CTek BLI3OBOE MepemeHHue

main(}Eup:1 n

(=]

KaJbHbIE!

[noBanebHbie:

textProp = (DocumentAPl TextProperties)
range = (DocumentAPlLRange)
startPos = (DocumentdAPl.Position)

Pucynok 299 — Otagka MakpokOMaH bl

OTnazika 3aBepliaeTcs Py JIOCTHXKEHHWH KOHIIA MAKPOKOMAH/IbI.
Ecmu Tpebyercss TipepBaTh Mporecc OTTafky, Haxvure kHomky B (OcraHOBHTH

MaKpPOKOMaHAY).

2.13.1.6 Ypanurs MaKpoOKOMaHIy

YToOb! yIaMUTh MaKPOKOMAH/TY, BBITIOJTHUTE CJIeIyIOIHe IeHCTBUS:
1. OrtkpoiiTe pegakTop MaKPOKOMaH/ OAHUM U3 CIIEAYIOIIUX CIIOCOOOB:
— Bribepute nyHKT koMaHjgHOTO MeHI0O IHCTpyMeHTHI > PemakTop MaKpOKOMaH/

(cm. Pucynok 300).

WMuectpymentsr Bug  OBwwil goctyn Hapac

Pexwnm oTobpaxeHna ncnpaenednin - #
Mpaecnucanwe »

HacTpaveaemeld chosapb
MaMeHnTE A3BIK..,
PegakTop MakpokomaHg

CpagHWTe c... [BeTa)

Pucynoxk 300 — Komananoe meHio UHCTpyMeHTBI
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— Ha 6okoBoii naHen HaXXMUTe KHOIIKY @ (Makpokomangsb!) (cMm. Pucynok 301).
Ha manenu paboThl ¢ MakpOKOMaHJaMU HaBeJuTe KypCOP MBI Ha Ha3BaHUe

MdKPOKOMaH/IbI, KOTOpPYIO Tpe6yeTC${ YAAJINTD, u Ha>XMHTe KHOIIKY

¢ (PepaKkTHpOBaTh).

= = == 1w _

AaB6BeIn .. [HH. [2 (fj =| ..
= 4= :E[ w q1 Jaronoeok 3 Ll ;

CTIAN Brraska ~
3 4 L 16 7 B ~

Makpokomanaa 1 >

Makpokomanga 2

Pucynok 301 — [Ianenb paboTel ¢ MaKpOKOMaHAAMU

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIHMCKa
(cm. Pucynok 302).

3. HaxmuTe KHOIIKY —.

d PegakTop makpokomang >

1 range = document:getRange();

Makpokomanga 1 startPos = range:getBeqgin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_

P BuinonnuTs ]? Otnaguts [0

Pucynok 302 — Y nanenue MakpoKOMaHbI

4. B OTKPBIBIIEMCS OKHe ITOATBEPANUTE yad/ieHHe MdKPOKOMAaH/IbI.
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2.13.1.7 IIpocmoTpets ko VBA-makpoca

B mpunoxennn «MouOduc Tekct» HemocTyrieH 3amyck VBA-mMakpocoB, CO3/IaHHBIX B

Word. Ho BBl MoxeTe npocMoTpeTh Koji VBA-MakpocoB, KOTOpble cojiepXXaTcs B JOKyMeHTe, U

IepernurcaTtb UX Ha gA3blKe Lua.

Jlnst mpocmoTpa moctymHbl VBA-Makpochl, coxpaHeHHbIe B TeKyIeM JokyMmeHTe Word.

YT0O6BI ITPpOCMOTPETH U IeperncaTb KoJq VBA-MaKpOCEl, BBITIOJIHHUTE CJIeAyroliye JEerCTBUS:

1.

OTtkporite DOCM-10KyMeHT.

2. Bribepure Lua-makpoc c HazBanueM VBA-Monysisi, B KOTOPOM COJIEP>KUTCS TpebyeMbli

VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie

Modulel, Bri6epure Lua-makpoc Modulel. [1ns BbiGopa Lua-makpoca BeilonHUTE

OIHO U3 CJIeYIOIUX JeUCTBUM:

— Bribepute nmyHKT koMaHIHOrO MeHI0O MIHCTpyMeHTHI > PemakTop MakpokoMaHA
(cMm. Pucynok 300). B okae PegakTop makpokomanp (cM. Prucynok 303) BeibepuTe

Tpebyembiii Lua-makpoc.

o4 Pepaktop makpokomang x

Modulel

Module2

' BuinoaHuts % Otnagute
&

Pesynbrar:

1 -- BeeguTe BalW Kog Lua 3geck

-- 3anyck MakpokoMadg VBA He nogiepwueasTcA
--[:::

Opticn Explicit

Sub RemoveExcessiveEnters()
Dim lineBreakSearchRegExp As String

+ _ lineBreakSearchRegExp = GetlineBreakSearchRegExp()

Pucynok 303 — OxHo PemakTop MakpokoMaH/
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— Ha 6okoBoii naHen HaXXMUTe KHOIIKY @ (Makpoxkomanasl) (cMm. Pucynok 304).
Ha manenu paboThl ¢ MakpOKOMaHJaMU HaBeJuTe KypCOP MBI Ha Ha3BaHUe

Tpebyemoro Lua-makpoca U HaXXKMUTe KHOTIKY ¢ (PegakTHpoBaTh).

=v = v Iv Tr  on = »
o e O~ |2 - =] ees
IIE w <—E —>E E[ w ClT - — - (_/
AB3au CTuam BcraBka o
2 4 L ]
- Q

Module1 [ 49%
Module2

Pucynok 304 — [1anenb paboThl ¢ MaKpOKOMaHAAMU

B oxHe PemakTop MakpokomaHpg ortobpasutcs kona VBA-makpocoB, KOTOpble
coziepxatcsi B cootBeTcTBytoeM VBA-monyie (cM. Pucynok 303).
[TepenuiuTe ko Tpebyemoro VBA-mMakpoca Ha si3bike Lua.

4. 3akpouTe OKHO peJJakTOpa MaKPOKOMaH/I.

5. Coxpanure nokymeHT B ¢opmare DOCX c nomomipio koMaHibl CoXpaHUTH Kak

(cm. pazpen 2.1.7.1).

B ucxogaom DOCM-nokyMeHTe BHECEeHHble U3MeHeHUs] He COXPaHSIFOTCS.
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2.13.2 Hapcrpoiiku

Kak mpaBwio, HaJICTPOMKU CO3[1al0TCS CTOPOHHUMM Pa3paboTYMKaMU U Ipe/IHa3HAYaloTCs
JUIs1 paciivpeHus GpyHKIIMOHAJIbHBIX BO3MOXXHOCTEN TEeKCTOBOTO peJlakTopa.

J11st ucnosib3oBaHUsI HAZICTPOMKKU HEOOXOJTUMO:

1. TMomy4yuTs y pa3dpaboTurika ¢aiii HaJICTPOMKHU C pacIIMpeHreM .Mox.

2. YcCTaHOBUTb HAJICTPOHKY.

3. 3aImyCcTUTh HAJICTPOMKY C MOMOIIIbI0 KOMaHJHOTO MeHI0 « MorOduc TekcTy.

[Tpu obHoBnenny pepakTopoB ¢ Bepcuu 2012.01 u crapuie no 6Gosiee HOBOM Bepcuu
AaBTOMAaTHYeCKH OTKJIFOYAIOTCS BCe HAJCTPOMKH HENpPOBEpeHHBIX pPa3pabOTUYMKOB U
HAJICTPOWKHU C He[eMCTBUTEIbHBIMU CepTU(dUKaTaMu. Eciu Bbl JoBepsieTe UCTOYHUKY, U3

KOTOPOI'0O IIOJIy4YeHbl 3TN H&IICTpOIZKPI, BKJIIOYKWTE X BPYYHYIO TdK, KdK OIIMCAHO HUXKeE.

2.13.2.1 YcTraHOBHUTH HaJICTPOHUKY

Paiiy1 HaJICTPOMKK MOXKeT pacIioyiaraTbCs B JIF0OOM Manke Ha KOMITbIOTepe.
YTOOBI yCTAaHOBUTDH HAJICTPOUKY, BBITOJHUTE CIIeAYIOIIe IeUCTBUS:
1. B xomannHoM MeHI0 BblOepuTe nyHKT Hamcrpoliku > YnpasieHHe HaACTpPOMKaMHU

(cm. Pucynok 305).

HagcTpoikn | Cnpaeka

YnpaeneHue HagCTROHKaMM

Pucynok 305 — Komannnoe mento Haacrpoiiku
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2. B oxHe YmpaBiieHne HaICTpOMKaMH HaXKMUTe KHOIKY Y CTaHOBHUTH (CM. PucyHok 306).

¥npaeneHne HagcTpokamm >

HaacTpoiiku oTcyTCcTBYHOT

YETaHOBMTE HAACTROMKY, W OHAa NOABWTCA 3Ech.

YeTaHoBWTE

Pucynok 306 — OxHO YnipaBjieHHe HaiCTpOMKaMH

3. B okne ¢aiinoBoro MeHemkepa BeloepuTe Gpaiyl HaZICTPOUKH.
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4. (O3HaKOMbTECh C TEKCTOM B OKHe YcCTaHOBKa HaacTpoiku (cMm. Pucynok 307).
Eciu B oxHe oToOpaxaercss coobuienue «Hancrpodika roTtoBa K yCTaHOBKe.
XoTUTe TMPOMODKUTH?», TO 3TO 3HAYKT, YTO aBTOPOM HAJICTPOWKH SBIISETCS
MIPOBEpPeHHbI pa3pabOTYMK W HA/ICTPOMKA IMOAMNMCaHA AEHCTBYIOIUM CepPTUDUKATOM.
YTo6Bl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTurKa, HAXXMHTE KHOIIKY
Iloxazate monpodHoCTH. YTOOBI NPOAODKUTHL YCTAHOBKY HAICTPOMKH, HaXXMUTe

kHOTIKY IIpomonKkuTs.

HacrosTensHO He pekOMeHyeTCsl yCTaHABIMBATh HAZICTPOMKH HEMIPOBEPEHHOI'0
A pa3paboTyvMKka WIA HAICTPOMKA C HEJeHCTBUTEIbHBIM  CepPTU(PUKATOM.

YcTaHoBKa TakHX HaZICTPOEK MOXXeT HaHeCTHU Bpe/ BallileMy KOMIIbIOTepY.

¥cTaHoEKa HAZCTROMKK x
u ExampleS
Hagctpolika roToBa K yCTaHOBKE, XOTWTE NPOogonKuTe?
HapgcTtpoiika: Examples
PacnonomweHne: C:/Users/User/Desktop/SignedExample.mox
PazpabGoTtuni: MyOffice (DEV, TEST) PA Cert
MNMokazaTe nogpobHoCTK OTmeHa

Pucynok 307 — OkHo Y craHOBKa HaICTPOHKH



293
502220-29144487-2016-01 34
5. B okue JIunen3monHoe corsiamenue (cM. Pucynok 308) 03HaKOMbTECh C TEKCTOM
JIUIIEH3WOHHOTO ComvIaleHus. Eciu BBl COIVIaCHBI C YCJIOBUSIMU HCIIOJIb30BaHUS
MIPOrPaMMHOTO  ObOecriedeHHs], HU3JIO)KeHHBIMU B JIaHHOM JIOKyMeHTe, HaXMHTe

KHOIIKY IIpuHATSH.

Q .ﬂHLI,EH.’rHI:IHHI:IE cornaweHne ot

BHWmaTeneHD I'IF]D'-’IHT-EHTE‘ Cnegyrolles ﬂHLI,E'HSHDHHDE‘ cornaweHue

MNepeq nenoassosanmen Mporpamuroro oSecnevenys, NoxamnydcTa,
OIHAKOMLTECE € YCAOBMAMY Huxecaegyrouero MuyensnonHore
coraawenua, fMoboe nenoassosanue Bavu Mporpavvnoro obecnevenun
O3HaYaeT noaHoe v besorosopoyroe npuxATHe Bamy yerosui
RAcToAWEro STMLeH3MoRROro Cornalenng,

Ecma Boi He npuHuMasTe yenosua STMLeHInoHHO0 COMIaWEHHA B NoROM
obveme, Bal He uMeeTe NPaso Monoae3osats lporpaMunos obecnederye 8
Kakux-mmBo Weasx ¥ kaku-ambo cnocoBon,

Hacroauwee fluyensunonnoe cornaien e NpeqycMaTpHBeacT pastyHbie
VECADBMA MENONLIOBAHMA B 3aBMCHMOcTH oT Yetanoaneryoro y Bac
lNporpamvnoro obecnevenun v Buga npuobperennoli fayensunn,

B HacToAwem NIMUEHIMOHHOM COFNALLEHMM YKAIAHHBIE HUKE
TEPMWHBl W ONpefeneHA, HaYMHAIOWKWECA € 3arnaBHol ByKBbI,
WMET CAEAYIOWME 3HAYEHHA (BHE 3aBUCMMOCTH OT Y“Mcna Anbo
Nafexa, B KOTOPbIX MCNOAL3YIOTCA TaKWE TEPMHHB M
onpegensHma):

«[porpammHoe obecnedeHes - npegcTagneHHan & obbekTHBEHON
FOpME COBOKYMHOCTE JaHHBIX W KOMEHA, NPe4HasHaqYeHHBIX 408
dyHkuMoHupoeaHuA SEM u gpyrux kKoMNBHOTEpHBIX YCTPORCTE B LEnax
NoAyYeHHA CNPEAENeHHOrc pesynbTaTa, BKAK 4an NogroToEMTENEHEIE
MaTEpUanLl, NoMyYeHHbIE B xoge paspabotiw Mporpammuoro
oBecneqvermn, ¥ NOPOXAAEMEIE MM 3Y,MOBN3YaNEHbIE oToBpameHna;

«KnWeHTckoe nporpamMmmHoe obecnedeHunes - [porpammHoe
DﬁE‘EI’IE‘HE‘HHE‘, npegHasHa“YedHHoe 404 ¥cTaHOBKW Ha YETF}DHETBEI C UenbH
BbiNCAHEHKMA DI'IFIIE',{I,E'J'IE‘HHI:II 3agad, M pacCcYWTaHHoE Ha

HENOCPESCTEEHHOE BSEHMD,{I,E‘HETBHE‘ c MNonb3oEaTenamm npDFpﬂMMHDFD
DﬁE‘EI’IE‘HE‘HHH, B TOM YWCHE NOCPEACTEOM CNEUWANBHO- BRI AENEHHBIX W

MNpuHATE OTkazatbcA

Pucynok 308 — OxHo JIuiieH3M0HHOE COryIallieHue
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B okHe Ynpasienmne HajcTpoiikaMu 0TOOpa3UTCs CTPOKa Ha/icTpouku (cM. Pucynok 309).
YTo6BI MpOCMOTpPeTh MOAPOOHYI0 MHPOpMAIMI0 00 yCTaHOBJIEHHOW HAJICTPOMKe, HAXXMHUTE B ee

CTPOKe KHOIIKY CBelIEHI/IH.

¥npaeneHue HagcTpoAkamm >

YeTanoBuTe

YcTaHoBneHa Ha,ﬂ,(:TpOﬁKa 0.1.0 [:EE,.'J.EHHH OTEAHOYITE |}
OnwcaHwe HagCcTporKK

Pucynok 309 — Ctpoka HaJiCTpOMKHU

[Tpu ycnemiHo# ycTaHOBKe B CTPOKe HAICTPOMKH OTOOpaXkaeTCsi CTaTyC «Y CTAaHOBJIEHA».
YT0oOBI 3aNTyCTUTH HAJICTPOMKY, BHIIOJIHUTE JMCTBUS, ONMCaHHbIe B pa3fene 2.13.2.2.

Ecny Bepcust HafCTpOMKY HecoBMeCTHMMa C Bepcuel TeKCTOBOI'O pellakTopa, B ee CTPOKe
oTobpaxkaeTcst coobiieHure « 4 HecoBmecTumas Bepcusy.

Ecmu dainibl HafCcTpoMKU cojep)kaT OIIMOKH, B ee CTpPoKe OToOpakaeTCsl COOoOIIeHue
«® Hapcrpoiika moBpexieHay.

YTo6s! TpocMOTpeTh NOoAPOOHBIe cBefieHUsI 00 OmIMOKe, BBIIOJIHWTE OHO M3 CIIeAYIOIIHX
JeUCTBUMH:

— B cTpoke HagcTpoiiku HaxxMuTe KHOTIKY CBeneHus.

— Haxmute Ha CTpPOKy HAJICTPOMKUA. B OTKpBIBIIEMCS [UajlOTOBOM OKHE HAaXKMHUTe

kHonKy Iloka3aTh moapodHOCTH.
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2.13.2.2 3anmycTUTH HAJACTPOMKY

[locne ycrnemHOW yCTAaHOBKM HAJCTPOMKU B pasjenl KoMmaHjaHoro MeHio Hapcrporiiku
nobaisieTcst KOMaHa JJis ee 3ammycka (cM. Pucynok 310).
YToOBl 3amyCTUTh HAJICTPOMKY, BbIOEpUTe NYHKT KOMaHjaHOro MeHio Hapacrpoiikm >

Ha3zBanue HagcTpoliiku > KomaHa i 3amycka HaJICTPOHKH.

Hagctpelikn  Cnpaeka

Hagctpoiika Komanaa

3
¥npaeneHuwe HagcTpoRkanm E =~ q]

Pucynok 310 — Komanpa 115 3amycka HaJiICTPOMKHU

2.13.2.3 BKI109UTH WIH OTKJIIOYHTDH HAACTPOHKY

[Tocse ycTaHOBKM BCe HAJICTPOMKHU 110 YMOJTYaHUIO BKITIOYEHBI.

Ecnu HagcTpoiika BkiIIOUeHa, TO B pasjiesie KoMaHaHoro MeHio Hascrpoiiku otobpaxaercs
KOMaHJa yis ee 3anycka (cM. Pucynok 310). Ecnu HapcTpoiika OoTk/IrOYeHa, TO KOMaH[A JJjis ee
3arycka He 0TOOpaKaeTcsl.

YTOOBI OTKIIIOUUTH HAJICTPOUKY, BHITIOJIHUTE CIIeJTyIol1e JeHCTBUS:

1. B xomannHoM MeHI0 BbiOepuTe nyHKT Hapcrpoliku > YnpaBieHHe HaACTpPOMKaMHU

(cm. Pucynok 311).

Hagctpoiikn |~ Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 311 — Komananoe mento Haacrpoiiku
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2. B oxHe YmnpaBiieHHe HAJCTPOMKAMH, B CTPOKe HAICTPOMKM HaXXMHUTe KHOIKY

OrxmounTs (cM. Pucynok 312).

¥npaeneHue HagcTpoAkamu x

YecranoBuTe

n Haactpownka 0.1.0 CeegeHua | Otkmounts | W

OnucaHWe HagcTpoikK

Pucynok 312 — OTkitoueHre HaJICTPONKHU

3. 3akpoyTe OKHO YHpaBjieHHe HaJCTPONKaMH.

B paspene xomanmHoro MeHio Hapcrpoiikm mepectaHeT 0TOOpakaTbCs KOMaH[a JJjist

3aIrycka HaJICTPOUKH.
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YToOBI BKIIFOYUTH HA/ICTPOMKY, OTKJIFOUEHHYIO paHee, BBIIIOJHUTE CIle/lyIoIye 1eHCTBUSL:
1. B xomaHnHOM MeHIO BbibepuTe NyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU
(cMm. Pucynok 311).
2. B oxHe YmpaBiieHHe HaJCTPOMKaMH, B CTPOKe HAACTPOMKM HaXMHUTe KHOIIKY

Bxmouuts (cM. Pucynok 313).

¥npaeneHne HagcTpokamm >

YeTaHoBWTh

HaacTpoiika (0TkAKOYEHO) 0.1.0 Ca
OnucaHne HagcTpoiky

Pucynok 313 — BxitoueHre HafiICTPOMKHU

3. 3akpoyiTe OKHO YHNpaBjieHHe HaJICTPONKaMH.

B pasmene xomangHoro MeHio HapcTpoiiku o0ToOpa3uTcs KOMaHAA MJis  3alycKa

HaJCTPOMKHU.
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2.13.2.4 O6HOBHUTH BepCHI0 HAJICTPOHKH

daii1 HOBOM BepCHHU HAZICTPOMKHM MOXKET pacrojiaraTbCsl B JTIOOOM MarKe Ha KOMITbIOTEpe.

YT0o0OBI 0OHOBUTH HaHCTpOﬁKy, BBIIIOJIHHUTE CJIeAyIoliye JeUCTBUS:

1. B xomannHoM MeHIO BblOepuTe yHKT HamcTpoiiku > YinpaBiieHHe HaJCTPOMKaMH

(cm. Pucynok 314).

Hagctpoiikw = Cnpaeka

Hagctpoiika r

¥npaeneHune HagcTpoMkamK

Pucynok 314 — Komananoe mento Hapcrpoiiku

2. B okHe YnpagiieHHe HaJCTPOIKaMH Ha)KMUTe KHOIIKY Y CTaHOBHUTB (cM. PucyHok 315).

¥npaenenne HagcTpoikamn

YeTranoBuTe

u Ycranoenena HagcTpoWka 0.1.0 Ceefenns  OTkmounts T

OnwcaHwe HagCcTpoRKK

Pucynok 315 — Knonka YcranoButhb

3. B okne ¢aiinoBoro MeHemkepa BelbeprTe dail HOBOM BepCUM HaJICTPOHKH.
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4. (O3HaKOMbTECh C TEKCTOM B OKHe YCTaHOBKa HancTpoiku (cM. Pucynok 316).
Eciu B oxHe oToOpaxaercss coobuienue «Hancrpodika roTtoBa K yCTaHOBKe.
XoTUTe TMPOMODKUTH?», TO 3TO 3HAYKT, YTO aBTOPOM HAJICTPOWKH SBIISETCS
MpOBEpPeHHbI pa3pabOTUMK M HAACTPOMKA IMOJIMCaHA AEHCTBYIOIIUM CepTU(UKATOM.
YTo6Bl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTurKa, HAXXMHTE KHOIIKY
Iloxazate moapodHoCTH. YTOOBI NPOAODKUTHL YCTAHOBKY HAICTPOMKH, HAXKMHUTe

kHOTIKY IIpomonKkuTs.

HacrosTensHO He pekOMeHyeTCsl yCTaHABIMBATh HAZICTPOMKH HEMIPOBEPEHHOI'0
A pa3paboTyvMKka WIA HAIACTPOMKA C HEJeHCTBUTEIbHBIM  CepPTU(PUKATOM.

YcTaHoBKa TakHX HaZICTPOEK MOXXeT HaHeCTHU Bpe/ BallileMy KOMIIbIOTepY.

¥cTaHoEKa HAZCTROMKK x
u ExampleS
Hagctpolika roToBa K yCTaHOBKE, XOTWTE NPOogonKuTe?
HapgcTtpoiika: Examples
PacnonomweHne: C:/Users/User/Desktop/SignedExample.mox
PazpabGoTtuni: MyOffice (DEV, TEST) PA Cert
MNMokazaTe nogpobHoCTK OTmeHa

Pucynok 316 — OkHo Y craHoBKa HaICTPOHKH
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5. B oxue JIunen3monHoe corsiamenue (cM. PucyHok 317) 03HaKOMbTECh C TEKCTOM
JIUIIEH3UOHHOT'0 COrVIallieHus. EciM BBl COTVIaCHBI C YCJIOBHSIMH HCITOJTb30BaHUS
MIPOTPpaMMHOI0  obecriedeHusl, H3JIOKEHHbBIMU B JJaHHOM JIOKyMEeHTe, HaXMHUTe

KHOIIKY IIpuHATSH.

Q .ﬂHLI,EH.’rHI:IHHI:IE cornaweHne ot

BHWmaTeneHD I'IF]D'-’IHT-EHTE‘ Cnegyrolles ﬂHLI,E'HSHDHHDE‘ cornaweHue

MNepeq nenoassosanmen Mporpamuroro oSecnevenys, NoxamnydcTa,
OIHAKOMLTECE € YCAOBMAMY Huxecaegyrouero MuyensnonHore
coraawenua, fMoboe nenoassosanue Bavu Mporpavvnoro obecnevenun
O3HaYaeT noaHoe v besorosopoyroe npuxATHe Bamy yerosui
RAcToAWEro STMLeH3MoRROro Cornalenng,

Ecma Boi He npuHuMasTe yenosua STMLeHInoHHO0 COMIaWEHHA B NoROM
obveme, Bal He uMeeTe NPaso Monoae3osats lporpaMunos obecnederye 8
Kakux-mmBo Weasx ¥ kaku-ambo cnocoBon,

Hacroauwee fluyensunonnoe cornaien e NpeqycMaTpHBeacT pastyHbie
VECADBMA MENONLIOBAHMA B 3aBMCHMOcTH oT Yetanoaneryoro y Bac
lNporpamvnoro obecnevenun v Buga npuobperennoli fayensunn,

B HacToAwem NIMUEHIMOHHOM COFNALLEHMM YKAIAHHBIE HUKE
TEPMWHBl W ONpefeneHA, HaYMHAIOWKWECA € 3arnaBHol ByKBbI,
WMET CAEAYIOWME 3HAYEHHA (BHE 3aBUCMMOCTH OT Y“Mcna Anbo
Nafexa, B KOTOPbIX MCNOAL3YIOTCA TaKWE TEPMHHB M
onpegensHma):

«[porpammHoe obecnedeHes - npegcTagneHHan & obbekTHBEHON
FOpME COBOKYMHOCTE JaHHBIX W KOMEHA, NPe4HasHaqYeHHBIX 408
dyHkuMoHupoeaHuA SEM u gpyrux kKoMNBHOTEpHBIX YCTPORCTE B LEnax
NoAyYeHHA CNPEAENeHHOrc pesynbTaTa, BKAK 4an NogroToEMTENEHEIE
MaTEpUanLl, NoMyYeHHbIE B xoge paspabotiw Mporpammuoro
oBecneqvermn, ¥ NOPOXAAEMEIE MM 3Y,MOBN3YaNEHbIE oToBpameHna;

«KnWeHTckoe nporpamMmmHoe obecnedeHunes - [porpammHoe
DﬁE‘EI’IE‘HE‘HHE‘, npegHasHa“YedHHoe 404 ¥cTaHOBKW Ha YETF}DHETBEI C UenbH
BbiNCAHEHKMA DI'IFIIE',{I,E'J'IE‘HHI:II 3agad, M pacCcYWTaHHoE Ha

HENOCPESCTEEHHOE BSEHMD,{I,E‘HETBHE‘ c MNonb3oEaTenamm npDFpﬂMMHDFD
DﬁE‘EI’IE‘HE‘HHH, B TOM YWCHE NOCPEACTEOM CNEUWANBHO- BRI AENEHHBIX W

MNpuHATE OTkazatbcA

Pucynok 317 — OxHo JIuiieH3M0HHOE COrJIallieHue
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[Ipu ycnemHoM OOHOBIEHMH B CTPOKe HAJICTPOWMKH OTOOpasuTcs cratyc «OOHOBieHa»

(cMm. Pucynok 318).

¥npaeneHue HagcTpoAkamu x

YecranoBuTe

n O6Hoenena HaacTpoWka 0.1.2 Ceefenun  OTkmounTe 1

OnWcaHWe HagcTpokK

Pucynok 318 — Hancrpoiika o6HOBIIeHa

2.13.2.5 Ypanuth HafACTPOUKY

YToOBI yHaNMUTh HAJICTPOUKY, BBITIOJTHUTE CJIeIyIolre JeHCTBUS:
1. B xomannHoM MeHI0 BblOepuTe nyHKT Hapcrpoliku > YnpasieHHe HaACTpPOMKaMu

(cm. Pucynok 319).

Hagctpoikkn ~ Cnpaska

HagcTpoiika r

¥npaeneHue HagcTpoMKanmKn

Pucynok 319 — Komananoe mento Hapcrpoiiku
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2. B okHe YmpaBieHue HaJACTpPOHKaMM, B CTPOKe TpeOyeMOW HAjCTPOWKU HAXXMHUTE

KHOMKY [1] (cM. Pucynok 320).

¥npaeneHne HagcTpokamm >
YcTaHoBneHa Haﬂ,CTpOﬁKa 0.1.0 CEE‘AEHHH OTENHOYATE
OnwcaHWe HagcTpolkK

Pucynok 320 — V nanenue HaJiCTpONKU

3. B npuamoroBoM OkHe C coobuleHHeM «Bbl JeHCTBUTENIbHO XOTUTe YHAJIUThb 3Ty

HafCTPorKy?» HaxkmuTe KHOTIKY OK (cMm. Pucynok 321).

Hagcrpoiika x

1 Bbl AeMCTBUTENBHO XOTKHTE
: yAaNUTb 3Ty HaACTPOMKY?

Pucynok 321 — JluasoroBoe 0KHO

4. 3akpoiiTe OKHO YIIpaBJIeHHe HAJICTPOMKAMH.

B xomananoMm mento HaacTpoiiku yjanuTcs KoMaH/a Jyist 3alyCKa HaZICTPOMKH.
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INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B pnanHOM mnpunoxeHWu NpuBeNeHbI COYeTaHMs kjiaBull, ucroibdyeMble B OC Windows,

OC Linux (cm. Tabmuna 7).

Ha HoyTOykax HekoTopble kiiaBuiii MHorodyHkimoHanbHbl. Hanpumep: F1-F12, Home,
End, PgUp, PgDn. Ilpu HakaTuu Ha Takue KiaBuIlK B npuioxkennd «MoiOduc Tekcr»

H806XOI[I/IMO OIHOBPEMEHHO YIep>XXUBaTb Ha>KaToOH KJIaBUIITY Fn.

Taosmua 7 — Coueranus kiasum B OC Windows u OC Linux

CoueTranue KJIaBHII

Komanpga mian geiictBue

IIpaBka codeprcumozo

Ctrl+X;
) BripesaTb
Shift+Delete
Ctrl+C;
KommpoBaTh
Ctrl+Insert
Ctrl+V;
BcraButh
Shift+Insert
Ctrl+S CoxpaHHTD

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHUTDb KaK

Ctrl+Z OTtMeHUTD NIOC/IeIHEe BBIIIOIHEHHOEe JIeHCTBHe
Ctrl+Y [ToBTOPUTD pe3ysibTaT OTMEeHeHHOTo AefCTBUS
Ctrl+Alt+Shift+V OTKpBITh pacivpeHHbIN Oydep ooMeHa
Backspace Y nanutb oOfUH CUMBOJI CJIeBa OT Kypcopa
Delete VY panuth OUH CUMBOJI CIIpaBa OT Kypcopa
Enter Hauate HOBBIM ab3arg

Shift+Enter BcraBuTh pa3phiB CTPOKU

Ctrl+Enter BcraBuTh pa3phIB CTpaHUITBI

Alt+F7 Hatitu cnoBo ¢ opdorpadudeckoit ormmbkoin

Popmamupobanue codepicumozo

Ctrl+B [Tosmy>xvpHbIH

Ctrl+I Kypcus

Ctrl+U [ToguepkHyTHIHN

Ctrl+Shift+= Hapctpounslii 3Hak

Ctrl+= [ToncTpo4nslii 3HaK
Ctrl+Shift+A Bce nponcHble

Ctrl+Shift+C Konmposats ¢popmatrpoBaHue
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Coueranue KJIaBHIII

Komanna nim neiicteue

Ctrl+Shift+V [IpumenuTs GopMaTUpOBaHHE
Ctrl+IIpo6en Ouncruts popmMaTHpoBaHre

Ctrl+L BBIpOBHATE TEKCT 10 JIeBOMY Kparo
Ctrl+E BBIpOBHSATE TEKCT 10 1EHTPY

Ctrl+R BBIpOBHSTE TEKCT 1O ITPaBOMY Kparo
Ctrl+J BBIDOBHSTH TEKCT 1O IITMPUHE CTPAHUIIHI

Bvtdenenue codepicumozo

Ctrl+A

BbIlIEJ'II/ITI) BCe coiepKumMoe JOKyMeHTa

Shift+Crpenka BneBo

BrlienuTh OJJMH CUMBOJI CJIeBa OT Kypcopa

Shift+Crpenka BipaBo

Bbimenuts ovH CMIMBOII CITpaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

Boimenuts oiHO CI0BO ciieBa OT Kypcopa

Ctrl+Shift+Crpenka BripaBo

BeinenuTs 0fTHO CJIOBO CITpaBa OT Kypcopa

Shift+Home

BriienuTh comep>KUMoe OT Kypcopa /10 Hadajla CTPOKH

Shift+End

BrienuTh comep>XuUMoe OT Kypcopa /10 KOHIA CTPOKU

Ctrl+Shift+Crpenka BBepx

Pacmmuputs BeiieneHye K Hadanry ab3ana

Ctrl+Shift+Crpenka BHU3

Pacmvputs BeIeneHue 10 KOHITA ab3ama

Shift+Crpenka BBepx

PaciipuTs BeifiesieHe HAa OJTHY CTPOKY/STYelKy TaOJIUIIbI BBEPX

Shift+Crpenka BHU3

PacriimpuTs BeifiesieHve Ha OJTHY CTPOKY/ST9eiKy TaOJIUITbI BHU3

JIBOMHOe Ha)KaTHe JIBOM KHOIIKU MBIIIN

BroimenuTh ci10BO

TpoiiHoe HaXkaTHe JIEBOM KHOTIKY MBIIIN

Broinenuts ab3ais

HaxkaTtue JieBO¥ KHOTIKY MBIIIH U
IiepeMelleHre Kypcopa BBepx

BI)IIIeI[I/ITb TeKCT BBepX

Haxxatue 1eBo¥i KHOIIKY MBIIIH U
nepeMelnieHre Kypcopa BHA3

BoimenuThb TeKCT BHU3

Ilepemewienue no dokymeHmy

Crpenka Bi1eBO

Ha ogun cuMBomn BiieBo

Crpenka BIpaBo

Ha OINH CMMBOJI BIIPABO

Ctrl+Crpesika BieBo

Ha oxHo c10BO BiieBo

Ctrl+Crpernka BIIpaBo

Ha onxo ciioBo BIipaBo

Crpenka BBepx

Ha onny cTpoky BBepx

Crpesnka BHU3

Ha onny crpoky BHU3

Ctrl+Crpernka BBepx

Ha nauano npeppimytero ab3ara

Ctrl+Crpernka BHU3

Ha nauano criepytorrero a63ara

Page Up Ha opun axpaH BBepx
Page Down Ha onun sxpaH BHU3
Ctrl+End B koHer nokymeHTa
Ctrl+Home K Havanmy nokymenTa

Paboma ¢ mabauueii

F2

[IepeiiTu B pexxuM pelaKTHUPOBAHUSI STUENKU

Tab wmu Ctpenka BIIpaBo

Breigenuts cienyrontyio s9eiky TabauIibl
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CoueTaHHe KJIaBHIII

Komanna niu meiictBue

Crpesnka BeBO

Bbienuts npepiayiyto sueiKy TaOmrIlbl

Home

BI)I}IEJ'II/ITI) ﬂ‘leﬁKy B HavdJie CTPOKHA

End

BI)I}IEJ'II/ITI) QHEﬁKy B KOHIIe CTPOKHA

Crpenka BBepx

Boinenuts stueiiky Bbllie

Crpenka BHU3

Boinenuts sueiiky Hinke

Alt+A BcraBuTh CTpOKY BBIIIIE
Alt+B BcraBuTh cTpoKy HIKe
Alt+L BcraButh cronber cieBa
Alt+R BcraBuTts cronber cripaBa
Ctrl+Alt+M OOBbeIuHUTDL TYHKU
Alt+Shift+M Pazpenuuuth sueiiku
Ctrl+Alt+R;
Y nanuts cTpoky
Ctrl+-
Ctrl+Alt+U;
Y panuthk cronbery
Ctrl+-
Alt+Shift+T;
Y panuTe Tabnuiry
Ctrl+-
Jpyaue couemanus knaBuw
Ctrl+N Cospmatp ¢aiin
Ctrl+O OTkpbITH Paiin
Ctrl+Shift+O OTKpHBITH daiin B oOsake
Ctrl+Shift+P OTKpBITH OKHO HACTPOMKHY TTApaMeTPOB CTPAHUITBI
Alt+P OTKpBITH OKHO HACTPONKW HyMeparuy CTPaHUI]
Ctrl+P OTKpBITH OKHO HAaCTPOMKH TIedaTH
Ctrl+0 (Homnb) YcranoBuTh dakTrdeckuii Maciitab crpanuiist (100%)
Alt+Ctrl+F BcraButh cHOCKy
Ctrl+K BcraBuTh ccbuiky
Ctrl+F OTKpBIT ITaHENIb IOMCKA
Ctrl+/ OTKpBITh OKHO OBICTPBIX JIeMCTBUM
F1 OTKpBITh CIIPaBKY MPUIOXKEHUS
Alt+ITpoben OTKpBITh KOHTEKCTHOE MeHIO aKTUBHOTO OKHA TPUJIOXKeHHS
Alt+F4 3aKpBITh AKTUBHOE OKHO MPUIJIOXKEHUSI

Haskatne 1eBoi KHOIIKY MBIIIIN

Y cTaHOBUTB KypCOp B IOKyMeHTe

Haxarne npaBoﬁ KHOIIKH MBIIIH

OTKprTb KOHTEeKCTHOe MeHIO BbI6paHH01"0 JJleMeHTa




